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The purpose of the handbook is to simplify the 
routine business of beginning and/or operating an Adult Basic 
Education (ABE) Program. It describes in some detail the planning of 
an ABE program and deals vith: the demographic survey of the 
population; the creation of an advii>ory board; the determination of 
the educational needs of the community; the choice of program; the 
design of the program. In the general areas of the program and its 
goals; the priorities, regulations, and conditions under vhich the 
program will operate; and the responsibilities vhich local education 
agencies assume in conducting programs, it briefly deals with such 
topics as: tuition and fees, non--English speaking students, 
curriculum and instruction, teacher training, program director, 
guidance and counseling, testing, reporting and evaluating, and 
budgetary requirements. It offers detailed discussions of various 
aspects of program operation, including: finance, evaluation, 
recruiting, certificates and diplomas, preservice and inservice staff 
development, cooperative ventures, community communications. Finally 
it covers filling out regular reports, including: program proposal, 
monthly statement of expenditures, professional staff qualification, 
organization report of classes, monthly student attendance forms, 
annual program report; annual expenditure report, and sample forms. 
Seven appendixes comprise one-third of the handbook* (JR) 
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INTRODUCTION 



The United States Census of 1970 indicated that there are 49 
million adults whj make up the Mult Basic Education Clientele. That 
saro census found that there are over one million adults in the state 
of Massachusetts in that category. The purpose of this handbook is to 
siiiplify the routiJie business of beginning and/br operating an ABE 
program. In it you will find copies of all the forms associated with 
ABE in Massachusetts, explanations as to hosv to ocnplete them and vAien 
and to wl'uxi to stimit therrt, prooedxares and suggest icMis for a local 
financial accounting system, and other suggestions and guidelines related 
to such areas as guidance and counseling, recruitinq, teacher training 
and evaluation, student eligibility for diplomas and certificates, and 
other matters. The ABE Unit of the Massadiusetts Bureau of Adult Services 
sincerely hopes that this handbook will be of use in enabling you to 
better serve our state. 

H\inan needs and human aspirations tCMard scnething better are two 
fundamental reasons for the existence of adult education programs in 
Massachusetts. Since th^ very earliest days of the Cotinanwealth, 
Massachusetts has shown a deep and lasting concern for the improveinent 
of its citizens through education and training. Massachusetts today 
has among the best educated populations in the nation, but it is oonposcd 
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of many different kinds of persons with a trea:neaidous number of oorplfix 
danands and needs to be derived from continuing education. The 
Department of Education and the local school districts must provide 
adult education programs that are wide in soc^, sufficient in depth, 
and responsive enough to change to cupe with the challenges of a 
rapidly advancing society. 

School administrators res^jonsible for adult education programs 
must plan for a diversity of interests, experiences, and itotivations 
among their students v*iich transcsends the interests and experiences 
typically found in day school pvpils. T!hB public to be served is 
oanposed of individuals v*io differ maricedly from one another in educa- 
tional interests, ocmrninity position, educational backqroiond, age, and 
motivation. The instruction provided must be thoughtfully organized 
and pursued bv the student in a systematic manner toward the objectives 
of eoanomic self-suff iciencv, civic responsibility, effective family 
living, and productive human relationships. 

Adult Basic Education as a Federal program was iniated by the 

Economic C^rtunity Act of 1964, Title II, Part B, Public I-aw 81-452, 

and was amended in 1966 by Public Law 91-230. Hie mission of adult 

basic education is to educate those over the age of sixteen "whose 

ability to speak, read, or write the English language constitutes a 

substantial irtpairment of their abilitv/ to get or retain employnoit 

1 

ocnnensurate with their ability*.." with a view: 



1. Definitions, Section 303 of the AiTiendments to the Elanentary 
and Secondary Education Act of 1966. 
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to making them less likely to became dependent on 
others, to improving their ability to benefit fran 
occupational training and otherwise increasing tiieir 
ofxx^rtunities for more productive and profitable erployment, 
and to making thesm better able to meet their adult 
responsibilities . ^ 

In th<^ process of endeavoring to upgrade marketable and functioning 
skills, the obiectives of the program are to inprove listening, speaking, 
reading, writing, and corputational skills. Uiese subjects should not 
\je taught as isolated units, but should be taught so as to develop 
the person into an informed, responsible citizen v*k> is better able 
to achieve his potential as a person. 

Mult Basic Education is administereci bv the U,S. Departrient of 
Health, Education, and Welfare through the Office of Education, which 
established a state qrant program on a matching fund formula. Mult 
education classes within the state of Massachusetts are established bv 
contract between the Massachusetts State Department of Education and 
the local public school districts. 



Ibid. 
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DEMOGRAPHIC SURVEY OF THE POPULATION 



Iri order tx> plan your local adult basic education program, it is 
necessary to gather a larc?e body of information ooncemixig your oownunitv'. 
Adult basic educaticai programs are far fran all alike. They may differ 
considerably depending on the educational, religioi^, political, and 
ethnic make-up of the sponsorinq coninunity, and may or may not have a 
variety of parauLlel organi.:ations upon whic5i to rely for program support • 

Pollcwing is a suggested sequence of events for your data-gathering, 

Raoember that good planning and decision-making is alusys based on a 

full tmderstanding of the situation. Vfe want to create progrars that 

will meet a real need, and at the same time not duplicate goals and 

efforts that others are already persuminq. This is information that 

is helpful to the smooth operation of your pxogrm: 

1. Find out what pi±)lic agencies, programs, and institutic»is 
operate in your oomnunity to serve tte population in ar*^^-s^ 
of healtii, housing, welfare, child care, enploymert and 
manpower developtient, recreation, cultural activate r^s. 
and ediK^ational services* Funds to sponsor them may be 
from federal, state, or local sources; these will inclu^ 
oonmunity and pdDlic health programs, hospitals, drug 
abuse progrens, urban xeryE^^al programs, public housing 
projects, welfare departments, eRployment and unenploy- 
ment agencies, job training orogrants, Vitta projects. 
Head Start programs, day care centers, park and recreation 
center programs, ituseims, art galleries, librari^, penal 
institutions. Hie mayor's office may have information 
on state and locally stjpported public service agencies 
and programs. Departments in your state government in 
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charge of health, housing, education, and natters of 
public vAjlfare will be able to put you in touch with 
their agencies and programs operating in your ocinnunitY* 

2. Find out v*at private organizations, institutions, and 
informal interest grov;ps exist in your oannunity. There 
will be organizations for many purposes; religious, athletic, 
agricultural, ocMiservaticn, hol±iy and avocaticxial, 
fraternal and ethnic, public affairs, political, consvmer, 
etc. Sources of this information are ptone directories, 
Qiamber of C3anneroe, reference section of public library, 
mayor's office, church leaders, local oannunity leaders. 

3. Ckice you have found these wblic and private organizations, 
do the following: 

a. Determine their source of funding, the purpose they 
serve and the people they reach. Examine their relation- 
ships to each other (ocimoi membership, leaders, shared 
programs, etc.) 

b. Find out vAiether they have any programs for adult 
education or training. 

c. Plot their location on a ocmnunity m^ noting whom 
they serve. 

d. 1 1 ^^ur directory, record the name of the organization, 
address, person in charge, and phone number. 

4. Determine the characteristics of the adult pooulation in 
the ooninunity. What is the breakdown of population by 
age, sex, ethnic background, income, employment, occupation, 
and educational attainment. A publication entitled General 
Social and Eoonanic Characteristics, 1970 Cfensus of 
PogulatiOT, publisted for each state by the U.S. Department 
of Conmeroe, Bureau of the Census contains statistical 
data particularly relevant to ABE program considerations. 
Hhe report is available in most library reference rooms or 
it may be purchased for $4.25 frond one of the following: 

Superintendent of Doctsnents, U.S. 
Govemnent Printing Office in 
Washington, D.C. 

U.S. Department of Ccmmeroe Business 
Services Field Office in Boston 

U.S. Government Printing Bodcstore 
in Boston 
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This publication provides an ABE directxa: vdth one of 
the best sources of infonnation about the social and 
eooranic characteristics of persons living in itetrcpolitan 
areas, places in specified population ranges, and countries. 
Hie following outline suggests entries of particular interest 
and value to ABE directors. It is based on tables for places 
of 10,000 to 30,000. Other tables provide siitdlar, separate 
data for various ethnic populations. Tables for areas and 
places of 50,000 or itore are more detailed and organized in 
a scnewhat different manner. Tables for places of 2,500 to 
10,000 are less detailed. The county-by-oounty section includes 
tables with separate data for rural non-farm and rural farm 
populaticxis: 

Social Charoct«fitti€t 

Mother tongue 
Educational and Fdmily Charactorlftio 

Years of school completed,, male and female,, 
25 years old and over 
Employment Cha#acto#isticf 

Employment status; male. 16 to 21 years; 
not enrolled m school, not high school grad- 
uate, unemployed or not in labor force 
Labor mobility; male,, 30 to 49 years old in 
1970; non-worker vs worker in 1965 and 
1970 

Occupation and Earnings 

Occupations of employed persons 

Median earnings of employed persons for 

selected occupation groups 
lndu>try of Employed Fortont and Occupation 

of ExporioRced Unomployod Porsont 

Last occupation of experienced unemployed; 

male and female, 16 years old and over 
Incomo and Povorty Stotut in 1969 

Income less than poverty level 

Income less than 75 percent of poverty level 

Income less than 125 percent of poverty level 

5. Learn vto your local leaders are. Aoguaint yourself 
with ocmnunity leaders — mayor, city council msnibers, 
school board menibers, ar^ civic leaders. Select people 
\A)o work in their offices or on their staffs v*io can serve 
as your contacts to these leaders. For exanple, establish 
a relationship with the person in yovoc mayor's office^ 
who works on educational matters. Keep these people informed 
on the adult education program and ways it is assisting 
the oomnunity. 
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REMEMBER Tim CLOSE COOPERATION WITH THE SCHOOL DEPAKl>1ENT 
SUPERINTENDEMT AND ALL OF HIS OTHER STAFF IS \?ERY IMPORTANT. 
IN THE FUTURE, YOUR PROGRAM MAY LIVE OR DIE AS A RESULT OF 
HIS OR HER DECISIONS AND/OR ajPPORT. BE SURE TO SOLICIT 
ADVICE FRCM THE SUPERINTENDENT'S OFFICE AND KEEP TOAT OFFICE 
INPOR^IED or YOUR PROGRESS. 
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CREATE AN ADVISORY BOARD 

During your tenxire as program director, you will have both the 
OE^)ortunity and the need to interact with many people in yotir ootinunity. 
One of the mcst crucial factors affecting the success of an ABE program 
is the extent to v*iich oomunity leaders and parallel organizations offer 
their support. One way to ensure a certain level of participation and 
stJfport fron your comiunity is to organize an advisory board to assist 
you. Choosing the members of that advisory board should be a carefully 
considered task. Include those men and women of influence who can be of 
assistance to you, but also include persons from the ranks of the oonnunity, 
to lend diversity of opinion to the board. Of course, you want to choose 
those whom you anticipate being sv5)portive of your program. Basically, 
there are two questions you must address. You must decide \fho should 
be represented on yotir advisory board, and hew you would like your board 
to operate: 

1) . Who should be represented? 

a) Refer to the directory you have created of public 
human resource organizations and programs, private 
organizations, enployers and unions, trade, business and 
cormercial organizations. 
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b) Call on the people in ch5u:ge of these organizations 
and programs. Visit thafn to explain the Mult Education 
Program. Select those v*io are helpfxiL, interested, and 
effective in their cwn operations to be on the 7\dvisorv 
Board. 

c) CJontact and visit local leaders or their representa- 
tives. Choose those who can be helpful in inarshalling 
program s\:pport and resources to be on the Advisory Board • 

d) Select representatives frcm comnunity populations 
to describe the educational needs of their qroi?). 

e) From personnel vAio have previously served as adtiLt 
education teachers, counselors, and paraprofessionals, 
select r^resentatives for the Advisory Board. 



2. Hew shall it operate? 

a) G'jnsider having two Boards — one oorrposed of repre- 
sentatives fron ocmnunity populations, the other of local 
leaders, public and private organization representatives, 
enployers, union and business organizations. 

b) The Board could be organized to function in task force 
to make reocnriendations regarding local educational needs 
and the type program to meet these needs. 

c) Hie Board could function only to advise you on the 
accuracy of the educational needs identified for the 
comnunity and the ^spropriateness of the program design 
to meet them. 

d) The Board could function to strengthen the camunitv 
support for the adxilt education program by giving it 
visibility and creating financial sxjpport. 

Use your advisory board wisely. Don't glut the menbers with detail, 

but inform them routinely of the operations of the program. Make use of 

their input especially during the planning stages of your program v*iere 

you will need advice and sound criticism of your plans. 
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DETERMINE THE EDUCATIONAL 
NEEDS OF YOUR COMMUNITY 



By new, you have a good idea of the denographic make-up of your 
camiunity. Now is the time to sit down with your advisory board and 
share the data you have gathered. Together, you can arrive at some 
decisions as to the types of educational needs that you perceive in 
your camiunity, and hew you intend to meet them. For example: 



1) You will want to examine your data to determine the ethnic 

and national corposition of your potential clientele. Do you have a 
oonniunity with a particularly large number of foreign bom? What 
perf;ent? Are they physically scattered, or do they generally 
live in one area? Do you perceive a need for an English cis a 
Second Language Program? 

2) Does your data indicate that you have a significant number 
of functional illiterates in your community? Is there a pattern 
to their location within your city? What are the inplications 
of these data for program location? 

3) Is there a large factory situated in your city that operates 
around the clock? If this is a major enployer, do you anticipate 
a number of students to be drawn from the ranks of its employees? 
If so, v*iat are the possibilities for early-morning or afternoon 
adult school sessions? What are the iitplications of these data on 
program location? (It's tough to hold adult classes in a high 
school during the day) . 

4) What is the general educational attainment in your oortinunity? 
Do you anticipate a call for high school preparation? If so^ vrfiat 
kind of preparation do you anticipate beijig in deniand? Is there 

a G.E.D. testing center near you? Vhat arrangements can you make 
with your local school oonmittee in regard to issuance of an adult 
High School Diplana? (See Section IV-D) 

5) How (to local enployers view the educational needs of their 
esnployees? (Your advisoiry council may be of particular help here.) 
How inportant to them is a high school diplana in considering employees 
for advanoeament? What are the ijiplications of this iirportanoe (or 
lack of importance) for the enphasis within your projected procrrams? 
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Obviously, a great nixnber of factors need to be considered. 
inass of data you have collected must be brought together to form a 
ocnprohensive view of tiie oducationai needs of yaar camunity* T!hese 
needs may range from basic skills tx) secondary preparation to English 
language training to consumer skills to caraer counseling, 

PaTieni>3r^ at first you are just identifying needs , *I*iere ray be a 
long list, and you may rot be able to meet all of them v/ithin tlie liirited 
budget and scope of your program. But until you have identified all of 
your oonnuni ties' adult educational needs, you vdll not be able to give 
priority to any of thm. 
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CHOOSING YOUR PRIORITIES 



You should now liave, in addition to a large body of data 
ocanoeming your oamiTnity, a list of adult educational noofe in your 
containity as perceived by yourself and your ad\dsory board. That list 
of educational needs my be very long and, as stated in the previous 
section, far beyond tlie scope and budget of your fledgling program. 

Noiv is v*ien you must sit dam, and again with the counsel of your 
advisory' board, decide on your program's priorities. You must decide 
which carnunity population to serve and which needs to address. These 
are not always easy decisions, and invariably ha^;e numerous philosophical 
and political inplications. It is for this reason that it is iirportant 
tl^t they Le made in concert with your advisory board of ocmunity 
loaders. If qiKstions later arise ooncsming the priorities chosen, 
you as the program directors will not have to take the full load of 
justification on ycur shoulders. Use your advisory board to full ad- 
vantage. 

Sore of the questions you and your advi.sory board will want to 
answer are: 

(1) Which populations have greatest need for the program 

(2) Which pc^xilations are receptive to the program 

(3) What needs can your program reasonably acpect to address 
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Be sure that you oonsider the legis.lative guidelines (see Introluction) 
for ?idult Basic Education Program funded by P.L. 91-230 , as vnsll as the 
guidcoioe offered by the Massachusetts^ ABE SLate Plan (copies available 
from the ABE Unit, Bureau of Adult Services) . 
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DESIGNING YOUR ADULT EDUCATION PROGRAM 



In designing your specific adult education program , there ^ill be 
a large number of things to consider. It vdll be possible to address 
only a few of the most irrportant of these and offer some oontents or 
possible questions that you might consider in regard to each: 



PROGRAM LOCATION 
You will want to spend sane time considering the alternatives 
available in basic educational delivery systems. Perhaps, of course, 
you are restricted by local conditions to a single optiai, such as an 
evening program housed in your secondary school • If this option is the 
only one you have, then of course you must make the best of it. Other 
possibilities for adult instructional delivery systems include: 

a) Decentralized sub-programs housed in churches, oortnunity- 
centers, banks, libraries, hospitals, penal institutions, old-aq^ 
hones f places of employment, etc. 

b) local T.V. or radio offerings if local time is available. 
Especially true if local cable television exists. 

c) Home visitation progreons for the elderly, the invalid, or 
the shy. 

d) Oorrespcxidenoe programs. Especially if you are woricing 
with a oovDity-^dde organization that has a large territory 
to cover. 

e) Mult learning center (s). aiildings specifically designed 
(or redesigned) for use as an adult instructional setting. 

You will also want to consider such factors as the ethnic and 
demographic distribution of your ABE clientele throughout your oonmunity 
in detemining your program location. 
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In every coiinunity, large or srrall, there are vxyrkers and honsrakers 
yiho are 'jnable to attpjid evening classes due tc i^rk. sctiedules cr heme 
respcansibilities. Schedule morning, early afternoon., late afternoon, 
and weekend classes — as well as evening cl'^^es — to irake opportunities 
avsdlable to all adults. If the district now has only evening clc^sse^, 
oonsider adding one or two daydjns classes and gradually build a balanced 
picgrean of daytline and evening classes or learning laboratory 5x>urs, 

FINDING FaCn.TTIES 

No natter w?ierpir or in how many places, your program vdll operat-e, 

t>iete are sonoe basic considerations to keep in mind vihen locitinq 

facilities. Jtaovf then axe: 

. a) Is there adequate lighting, fumitxire, heatf washroon 
facilities, iraintenanoe? 

b) In tJjere adequate space for the nxxitoer of people you 
anticipate serving? 

c) l3 there office space available for 2^4ninistrativE 
requirements? 

d) Is the pxiblic transportation system adwjuately avail ?l"le 
to the fcpolation you intend to serve? 

e) Is there adequate parking? 

f ) If you are trying to rt^ach certain populations during 
the wor'uiay, are your facilities near their enployroent? 

g) Is the area one in f*iich your clientele will not be 
hanperod by considerations of personal safety duriiiq the 
daj' or night? 
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h) Is the setting and arrangerent of space adequate for the 
type of instruction you envision? IiKiividuadized instruction and 
learning laboratories require di f ferent kinds of space than group 
or classroom instruction. 

i) Is additional spaoe av2dlable for support services such as 
counseling? 

j) Check with your local building inspectors. He can tell you 
v^hat requirements exist for facilities of this sort. This is ^»er y 
inportant . Did you know, for instance, that in most cities public 
biuldings must have certain floor-load characteristics not usually 
met by wood-frame structures? Your building inspectors will be 
happy to help you avoid future problems. 

k) Is the location and the physical set-up of the building 
adequate to insure security for your property and erployees? Is 
the expense within your l^idget? Are lodes and systems adequate 
to pret^ent or detect burglary and/or vandalisn? 



HIRING YOUR STAfT 

Most likely, you will have primary responsibility for hiring your 
own staff. Depending on the size of i-our project, this may or may not 
be a time-oonsuming procedure. You have already determined, in making 
your progrann proposal, the instructioml and si^sport staff you will need. 

Everyone has his or her own approach to the question of hiring. It 
would certainly be inpossible to sunmarize here such a oonplex decisiwi 
in a manner that would be acceptable to everyone. Pementer, however, tnat 
the quality of your program is more dependent on the quality of your staff 
than on any other single factor. Take your time, and know the qualities 
for which you are looking. Some factors you may want to take into account 
are: 

a) e5q)erienoe-'in adult educati<xi 

in related fields 

b) references 
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c) txadning as an adult educator (see Section ) 

d) the ethnic makeup of your projected clientele (if you 
anticipate a large niirber of ^panish-^peaking students, it 
mi^c be vase to have at least one ^wdjsV^seaking instructor) 

e) personality 

f ) familiarity with curricular materials 

g) hours of availability 

h) backjground in E.S.S. 

i) exgexiex)oa in G.E.D. preparation p r o g r ws 
j) training as a reading specialist 

k) knowledge of eleneitary an^or hi^ sdxx)l arithnetic 
and nathematics. 

1) an understanding of the special needs of the A.B.E. 
population. A love for diversity and a desire to assist 
people on a frigidly basis. 

It is possible that you may not wish to be persona-ly responsible 
for staff selection. This decision is a natter of leadership style, and 
must be reached in oonjimction with your school si:|>erint^ident. If you 
decide that you wish to share .this responsibility, you will want to 
appoint a hiring oamdttee. Pc^ible wesrbers of sudi a ocnroitbee would 
be: school ooranittee menters, potential students, other staff, systen 
teachers, comuiity leaders, yourself and others. 

Another po^ibility is to utilize the school district's perjwnnel 
office. This, however, would take the decision entirely out of your 
hands and ocxild have significant influence on your future relationship 
with your staff. 
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piannhc curriculum 



Onoe agaiji, the question of curriculum planning is a oonplex one 
that can only be briefly tjcnjdbed qpon here. Offered are only general 
cxmrimts and sujgesticxis that may serve to aive sore initial directions: 



1) Set Program Goals 

a) Review the general goals for adult basic education as 
set oat in legislation (see section III) , guidelines (see 
introduction) and state plans. 

b) Create local goals based on the population you vail 
serve and the needs you wi^ to meet. 

c) FDmulate your goals in specific terms. F^cample: 
•'The participants in the Adult Beisic Education Program 
will learn how to use the %rvic^ of the legal Aid unit in 
their ocnnwnity. Ihey will discover hew to go about 
contacting, meeting with, and following through on a case 
with legal aid lawyer/' 

d) Report your program goals to your advisory board. 
Ihey may have helpful additions. 

e) After suc*i goals have been fonmilated, you can then sit 
down and design activities and learning o^xirienoes to 
meet than. 

2) Plan the Curriculum 

a) If your oomRUiity has previously had an adult educaticxi 
program, analya® the effectivenMs of the curriculvin that 
was used. with participants, teaxdiers, counselors 

vAvD were involved witn the prograsn to get their evaluatic»is. 

b) Look at the curricula that other programs use. Tedk with 
other adult education directors; visit their prograws. 

c) Base your curricula <»i the typ^ of needs you are meeting. 
The different grouf^ yoa are serving will need a curriculim 
adjusted to their needs. Adults with little educational 
background, adults learning Fiiglish, and aAilts working on 
their secondary credenticd will require different types of 
instructionad activities. 
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d) Try to plan the curricoilum by creating learning situation*? 
that draw from the life esq^erienoes of the participants. 
Adults bring with them a large store of experiences that can 
serve to demonstrate and illiisrrate their lessons. Make fiill 
use of this rich source. Exairples: Tharatic units can be 
organized around performing tasks such as marketing, renting 
an £?)airtment, diild care, getting a job, coping with enployees, 
buying on time, etc. 

e) Centralized and deoentralized program structxares mav 
require different curricula: Centralized programs might 
offer several categories of classes — reading, math, coping 
skills of various sorts — as well as learning laboratory 
requiring programmed materials , equipment and space for 
working individually, and tutoring assistanop*. 

Deoentralized, mini-programs operating in various locations 
will need curricula easily adaptable to many settings. 
Vfell-organized, portable materials of an inexpensive nature 
will be helpful. 

NCJnS ; It is not appropriate to cite exanples of specific, 
odTnercially-available materials here. Please refer to 
Appendix VI for a oorplete list of materials on the mailcet* 
Please keep in mijid that the Bureau of Mult Services is 
not in a positicxi to endorse any specific product. 

3) Determine Methods of Instruction 

Different methods of instruction may be appropriate to 

various participant groi5)S. In acJdition, methods of instruction will 

tend to differ according to the nature and size of your program. Learning 

Centers have generally follcwed a pattern of high iiidividualization 

(with sane no table exceptions) . Individual izatioi is more difficult to 

acoxiplish in a anall, part-time program. It has been done, however, 

through the creation of small, '*mini- learning-centers," where participants 

drop in to the "classrocm" any time during certain hours. Individualization, 

hcM5ver, may not always be appropriate. Some client groi^, and scne 
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physical arrangements and subject matter (such as E.S.L) 
are better dealt with in a group. 

a) Consider the uses of forming small groups in the classes with 
the teacher functioning as a resource person. 

b) Weigh the possibility of allowing participants to choose the 
content and pace of their learning e^qperienoes . 

c) Incorporate learning activities such as field trips, demonstra- 
tions, and guest speakers. Draw fran oamiunity resources to plan 
these. Use the oonnunity as a laboratory and plan learning experi- 
ences in its museunns, art galleries, markets, government offices, 
courts, etc. 

4) Balance Your Materials . Encourage teachers to maintain a balance 
between professional and informal instructional materials. Most ARE 
materials are prepared professionally and meet the essential tedmical 
requireroents for good reading and arithmetic instruction. Many ccrmercial 
reading and arithmetic materials relateto the everyday personal problems 
of adult learners, but careful selection is essential. 

Before a wide variety of ocmnercial materials became available, 
many teachers used informal materials such as income tax forms, employment 
plication forms, installment sales contracts, food andoonsumer goods 
labels, loan corpany advertisements, daily newspapers, and telephone 
books. Many teachers still believe that informal instructional materials 
are effective for use in conjunction with professionally prepared materials* 
Hie use of informal materials should be encouraged, not dismissed as 
being obsolete. Im sens instances, informal materials are closely 
related to the everyday problems of students. 

One exanple is the "Language aperiences" approach, v^erein tlie 
student learns to read using a story or material that he or she has 



29 



36. 



dictated to an instructor, drawing fran his or her own experience to 
create the material. The students are there learning to read within 
their own vocabulary, and are wrking with material that is meaningful 
to them. 

EV?\imTING MMERIALS 
The evaluation of instructional materials and eauiprent can be 
part of teacher inservioe education. The risk of unused or ijrproperly 
used materials and idle equipment is substantially reduced when teachers 
are directly involved in evaluation and final selection. 



** 



Encourage teachers to investigate, analyze, and try out 
new instructional materials and new types of audiovisual 
equipment, 

** Place sanple instructional materials in the ABE professional 
library or resource center. Urge teachers to exandne them. 

** When teachers feel that a otirtain instructional method or 
^roadi has possibilities for the improvement of instruction, 
arrange for trial use of that idea. Encourage other staff 
manbers to observe and discuss the method informally. 

** VBien a piece of ecmipment appears to be highly satisfactory, 
have participating teachers demonstrate its use at an inservice 
meeting. "Hands-on experience" for all teachers, especially 
with new audiovisual ecaiipment, should be part of the danons- 
tration. 

** Evaluation of materials, equipment, and the proper use of 
instructional tools should be an ongoing process. 

** Do not attenpt to evaluate and select materials and equipment 
solely at the administrative level. The sheer volune available 
makes such a procedure ijrpractical. Furthermore, teachers 
frequently challenge new instructional methods and materials when 
they are not involved in the evaluation process. 
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Vkxck with teachers in the developrneant of a c±ecklist for 
evaluating materials and equipnnent. Hie checklist should be 
built around the special characteristics of ABE progranitiinq, 
for exanple: 

Are the backgrounds and needs of ABE students recognized? 

Are the leamir^ activities related to the interests of 
ABE students? 

Is the vocabulary satisfactory for ABE reading levels? 

Are the directions clear and sixtple? 

Is further study on the part of the student enoours^? 

Can the student move ahead at his own pace and achieve 
maximum progress? 

Is the material constructed with short-teiin gocds so 
that the student can feel a sense of acoonplislront 
after each use? 

Are suggestions for instruction provided for the teacher? 

Are the mechanics of the materials, such as the size of 
the print and the layout of pages, suitable for ABE 
students? 

Are pretests and post-tests available? 

** Include the mechanics of equipment operation in the preservioe 
training program. Keep extra copies of equipment manuals in 
the library or resource center. 

Evaluate mehhods and techniques at least onoe a year. Do tJhey 
iitprcve student progress? How well do adult students like 
particular methods or materials? Teacher enthusiasm for a 
method scroetiines overshadovs facts about stxxJent progress or how 
well students like certain materials. An evaluation of an experi- 
mental program is essential before moving to full-scale \ise of 
the materials or equipnent. 
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RULES AND REGULATIONS 



The following pages descxlbe the program and its goals, the 
priorities , regxilations . and oon ditians under vdiidi programs vd.ll 
operate, and the responsibilities vAiich local educational agencies 
assime in oonducting programs. 

Funding decisions are made in accordanoe vdth the merit of 
individual applications as evidenced by the degree of program planning, 
oamiunity involvanent in the planning, K^e feasibility of the program 
design for meeting the educational needs of the adults to be served, the 
ability of the applicant agency to satisfy the regulations and conditions 
set forth in these guidelines, and the relationship of the proposed 
program to the priorities, tenns, conditions, and objectives of the 
individual programs under which monies are requested. The planning 
process is a requisite to effective progranming. Planning should be the 
mutual effort of the oarmunity and the educators. It begins with a 
detenninaticn of the oonmunity's social, political and economic clintat^ 
with an enphasis on unmgt educational needs and desires. 

1. PR3GRAM PRIORITIES 

Such criteria and priorities are designed to assxoe that first 
priority is given to pnjgrams vMch provide for instruction 
in speaking, reading, or writing the English language for persons 
functioning at the fourth grade level or below. Second priori t 
is given to such instruction for persons functioning above the 
fourth and through the eighth grade level. Third priority is 
given to such instructicm for persons functioning above the 
8th and through the 12th grade level or its equivalency. 
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In determining vrtiether the need for adult basic education has 
been met in a particular school district or other area the State 
agency ocaisiders anonq other factors: (a) Tflie degree to which the 
responsible educational agency has made available the opportunity 
for all adults functioning below the eighth qrade level to parti- 
cipate in adult basic education programs; (b) the degree to v*iich 
the responsible educational agency has utilized the most recent 
State and county statistical and census information regarding 
adult educational attainmoit. 



2. CXXDPERATION 

The task of locatirig the undereducated edult and encouragim his or 
her enrollment and attendance in adult classes reguires the active 
cooperation of both federal and state agencies, civic organizations, 
and adult leaders in the ccninunity. The director of the program 
should ascertain vghich individuals, organizations, and agencies m^ 
be of assistance to him or her in identifying the undereducated 
adult, as well as be in a position to recruit and refer students 
to the program. 



3. ADVISORY BQAFD 

In order to assure that the program is meeting the needs of the 
local oatinunity, it is reocmnended that an advisory comiittee be 
appointed to provide the program director with ^Jditional knowledge 
of the adults to be served. An advisory committee is an advice- 
giving body assisting the program in meeting its pressed objectives. 
A majority of the adult schools already have advisory councils. These 
may also serve to assist the director of the adult basic education 
program. 

4. TUITION AND FEES 

Tuition and fees, if any, collected frcm students enrolled in other 
adult educaticai programs, may not be included as part of the Federal 
or non-Federal expenditures under the State plan. 

5. SHARING OF ESCPENDITURES 

The sharing of expenses includes any State or local educational 
agency monies expended for the purposes delineated under "Eligible 
Cost," any any State or local educational agency monies expended for 
Adult Civic Education, a program of basic education in effect in 
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Massachusetts since 1919. Adult Civic Education is considered a 
con|X)nent part of the total Adult Education program for purposes of 
reportii^, and expenditures related to this program are considered 
eligible to be rjounted- for sharixKf purposes only if such e^qpenditures 
related to this program are considered eligible to be counted for 
sharing puiposes only if such expenditures meet with the criteria 
established in "Eligible Costs.' 

6. INSTFDCTIONAL HOURS 

Classes should be conducted in accordance with the organizational 
pattern of the local agency. In a learning center, it is recognized 
that instruction is often on an individualized basis. In any 
class, at least four instructional hours per week for a miniinuru of 
30 weeks nust be provided. 

7. m^-ErjCaJSH-SPEAKING STUDENTS 

Non-English speaking adults enrolled in the ESL-ABE classes must 
give assurance of oamvitment towards achieving those goals as 
outlined in the Instructional Areas tcwards competency at the 
eighth grade level through standardized testing. A student will 
also be considered graduated vAien he attains oonpeteno/ at the 
eighth grade level by standardized testing. In other words, the 
learning goals persued by ESL students must enoonpeiss a broader 
academic range than merely learning English. The s^-udent must 
have a oonnittinent towards achieving accdemiS oonpetency at the 
eighth grade level in the areas described in section 9. 

8. gjRRICUUJM AND INSTRUCTION (see section II E) 

(Generally there must be three levels of instruction for both 
native bom and ESL-ABE adults: the lx2ginning level, grades 1-3; 
the intermediate level, grades 4-6: and the advanced level, grades 7- 
Students demcaistrating skills at or above tha 7.5 grade level nuv 
be considered either adult basic education or prep>aratary high 
school equivalency students. 

9. CCMEOT AREAS 

Reading — Students enrolled in the ABE Program must demonstrate a 
statistically significant increase in reading performance scores 
as measure by standardized testing. 

Mathenatics — Students enrolled in the ABE Program must denaistrate 
a statistically significant increase in mathematical performance 
scores as measure by standardized testing. 

Social Civic Concepts—Students enrolled in the ABE Program must 
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datoistxate additudinal and behavioral changes in their roles as 
parents, producers, consumers, and citizens as measured by structured 
teadier and/or cxxmselor interview, 

English as a Second Language in Adult Basic Education—Students 
enrolled in English as a Second Lar^uage classes in the ABE Program 
must demonstrate tte ability to understand axxi speak aatitiunicatiOTial 
English vdth 90 percent accuracy those basic patterns of lang\jiage 
syntax and structure practiced in class as measured bv teacher- 
constructed oral tests. 

10. TEACHER TRAINING 

Each program must provide pre-service and in-servioe programs for 
teacher training. The program director is responsible for initiating 
these programs, and a special section in the program proposal is 
provided for these ejqpenses. A three-year Staff Development Regies 
I grant by the U.S.O.E. has been awarded to the University of 
Massachusetts for providing professional training in Adxilt Basic 
Education. Through the coordinated efforts of the University and 
the ABE State Office goals have been established for effecting pro- 
fessional grcwth. You should feel free as a program director to call 
on the University and the State Adult Basic Education Office for 
assistance in providing pre-servioe and in-servioe tretLning for your 
new experienced staff. Assistance can be offered in the form of 
on-site trainers, conferences, materials, progranroed audicroodulrj: 
packets, reviewing program curricular materials, planning for college 
courses in adult education curriculim and methods, providing 
evaluative services, and oonductiiig other ^cial activities directed 
at the improvement of resources for the training, (see section on 
IV, E & F) . 

11. P ROGRAM DIRECTOR 

The local agency has the responsibility for appointing a qualified 
principal adult education administrator (program director) . 

12. TEaCHER PUMJFICA TIONS 

a. Massachusetts State Teacher Certification. 

b. Oonpletion of sudi pre-s^rvice ard in-service courses as may 
be required by loccil and state policy. 

c. Waiver of ''a'* and "b" may be granted in exertional or extra- 
ordinary circunstanc^s. 

13. ASSOCIATE PRCFESSIONALS 



Ttie local program has the responsibility for determining the ouali- 
ficatiais of associate professionals. 
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14. ADULT EDOCATICX^ LEARNXrC SPECIALISTS 

From time to time, lcx:al agencies may need adult education leaminq 
specialists. Such specialists may be in the areas of curriculvsn 
development or coordination. The local agracy in cooperation with 
the state agency, shall share responsibility for determining quali- 
fications of such specialists. 

15- OJIDftNCE AND OXJNSELING 

Each basic education progrsorn will provide guidance and oounseling 
services for the adults. The under-educated adult presents a host 
of values, attitudes, ideals, interests, ca^cities, aspirations and 
problems v^icii need to be bridged, reconciled and solved. Tha purpose 
of guidanoe in adult basic education is to assist eadi student to 
develop realistic ideas and images of himself or herself; to discover 
opportunities in the world? and to help or her fonnalate, plan for 
and adiieve realistic goals with ever incTMsing self -direction. 
Therefore, the student should learn about himself or herself, learn 
about c:^:portunities in education and enplqyment, develop sound habits 
and social relationships, and make and carry out plans. In small 
part-time prograns such services are probably best acoonplished 
by instructors in the classroom situation. Full-time learning centers 
are required to enpl6y a counselor * The administrator, teadter, an^^ 
guidance counselor should plan coc^ratively and meet frequently 
so that they may better understand what each is able to do for the 
student. A suggested list of concerns are as follows: 

individual oounselii^ 
groiro oounseling 
orientation 

testing {plaaement-acMevannt-diagnostic) 

use of testing information 

groupir^ 

individual personnel folders 
attencJanoe 
progress reports 
appraising performance 
certification and graduation 

The guidance oounseling program must be oonoernBd with muc±i more 
than the collection of test results and the recording of student 
progress. It must concern itself with the individual student, 
his or her needs, progress, and problems at school, hone, and work. 
Most ijtportant, it must provide assistance in resolving sxxdi problems. 
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16. TESTING 

Testing is essential to determine the level of t>^ itrooning student , 
to diagnose his or her educational needs, and later, to measure qfrowth. 

17. REPCggPING AND EVAIJUATIC»J 

All federal programs requiee reporting and evaluation systents 
designed to justify the esq^enditure of monies in terms of program 
aoocmplishnrents and the attaiiment of program goals. Programs will 
be expected to submit all required program and fiscal reports with 
a view to program acoount^ility and oirprovanKit. 

local educational agencies, other state go^^emnantal agencies conducting 
programs will sufcmit to the Massachusetts Board of Echication such 
periodic reports on such fonts and oontaining such information 
as the Massachusetts Board of Education may require to systematically 
carry cut its respcmsibilities under the State Plan, and will keep 
such records, afford such access thereto, and oomply with sudi other 
provisions as the Board of Eflucation may find necessary to approve 
the correctness and verification of such reports. 

Data will be collected periodically and systematically from individual 
student recDnJs, records of attendance, ^diievement scores, teadier 
and stpervisor reports and other sources of information in oonplianoe 
with Federal and State Laws oonoemed with confidentiality that will 
permit evaluation of the Adult EdiKsaticxi program. 

Each program will be siqpervised by personnel of the Massachusetts 
Board of EJducaticxi, and reports of progress will be made as directed 
by the Massachusetts Board of Education. 

See Section IV for oorplete informaticai on how to prepare reoular 
reportii^g forms. 

18. LOCAL ANNUAL PRDGRAM PLAN 



By February 1 of each year, the local agency will prepare the local 
annual program plan for the following fiscal year. The local aqency 
shall utilize the appropriate forms as they appear on section 

.19^ BUDGEIARy REQUIREMENTS 

a. Bie fiscal year extends fran July 1 to June 30. Wten a proposal 
is c^roved, unless notified otherwise, four qu£u:terly payments will 
be made during the course of the fiscal year. Fach payment will be 
a^roximately one-quarter of the total amount allocated for the 
program. 
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b. Bonaf ide e>^)enditures and encunteanoes made under accxsunts 
pa^sble on or before the end of the fiscal year nust be liquidated 
within the following twelve incanth period. If a prograRi is not 
refusrx3ed the subsequent year, all capital items and instructional 
materials bought with Federal funds are to be returned to this office 
following a fiscal audit review. 

c. At least half of the totid budget will be for insti^Ktiaial 
sal2u:ie8. 

d. Hye purchase of any capital non-instnxrtional iten® oostinq 
$200.00 or more must be specifically approved before purchase. 
An inventory of such capital items will be kept, both with the 
local agency and with the State a^ncy. 

e. Accounting records should be available for inspection on a 
week*s notice* 

f • Categorical transfers of monies after a budget is approved 
will be allowed up to 10%. 



20. ELIGIBLE POSTS 

a. Salaries, wages, and other personnel servioe costs of permanent 
and ten()orary staff enployees, members of advisory grouqps and 
consultants for the performance of services reasmably related to 
programs, services, and activities under the State plan, including: 

1. the oosts of regular contributions of enployers and 
employees to retdcement, workmen*s oGn¥:ensation, and other 
welfare funds, and 

2. payments for leave earned with respect to such services, 
including educational leave: . Provided , that sudi leave is 
€^)proved in advance by the state agency and is in conformity 
with the policy of the state. Ihe fact that funds are us€5d 
for the salary of an employee on sudi leave does not preclude 
Federal financial particiijation in the salary of t'le person 
enplcyed to replace him or her, as long as the replacement is 
otherwise eligible. 

b. Fees, tuition ciiarges, or other pa^nents for the education or 
training of eiployees whether or not on education£d leave, vrfiile 
attending course, workshops, oonferenoes, or seminars, approved in 
advance by the State agency for the benefit of programs, services 
and activities under the State Plan. 
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c. Otanfetencje and travel expenses of staff and consultants. Itit^re, 
too, in accordance with established a{f>Fopriate State, local or 
institutional trnvel regulations and limitations. 



21- AUDIT OF scPEaomjras 

The aooount of participating agencies will be audited by auditors 
enployed by the State Board of Education. These auflits will be 
iradR annualy and oopies of such audits will be available in the 
office of the State agency. 
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FINANCE 



This section concerns itself with hew to handle your program's 
noiey: seniple accounting procedures, reporting procedures, and general 
administrative advice. Specific information on how to fill out various 
state forms is found on section 
Ihe Fir s t Ihing to Do 

As an Mult Education Director, with fiscal and the responsibility 
for a great deal of money, your first step should be to call your local 
school district's finance officer (he or she may have any one of a 
variety of titles, but you know who he or she is) and make an ^^intment 
at a time when both of you can sit down for a long, ianintem5>ted talk. 
He or she is the person vto knows all there is to know about how to 
handle your program's resources. Local districts vary considerably in 
their rules and regulations in regard to control of program spending and 
administration. Following, hoover, are some general areas about which 
you will want to question your finance officer: 

1. Ordering Material : How do you go about purchasing supplies for 
your program? Do you make use of a purchase order? What does one 
look like? Hew do you fill it out? If not, how is billing arranged? 
Most iirportantly: 

a) Is there a price limit for individual items? ^tost school districts 
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will set a maximum aorount of money (like $100 or $150) that 
can be spent on a single item without it going out for a bid 
fran various si5:pliers» Find out what that amount is, and what 
that amount is, and v*iat the procedures are for asking for bids. 

b) To whan are supplies to be delivered? Often audiovisual equipment 
must be delivered to a central workshop for the entire school 
district, vAiere it is checked over before going into service. 
Find out if this is so. 

c) Ask if "software" supplies (paper, pencils, ink, erasers) are 
available from a central si:53ply point, or whether you are expected 
to order them separately for your own program. This question 

may have already been raised when you were filling out the program 
proposal (see Section V-A) . 

d) Ask \^t system the school has to maintadn inventory of supplies. 
TMs is particularly irtportant when dealing with expensive but 
easily-reinoved itans such as typewriters, cassette reoorriers, 
and phonographs. Find out if they can be tagged, and keep an 
accounting yourself of vrfiere they are. 

2. Adc about the payroll . Your enplcyees will be comtnef to you with 

questions about their paychecks. Perhaps they will feel some mistake has 

been made, or perhaps they will be oonoemed about taxes, payroll 

deductions for savings, insurance or parking, or they will want to know 

about vacation time, or sick leave. For instance, sick-leave pay is 

not subject to social-security tax. That bit of information may save 

sane time and administrative bother later v*ien an erplqyee asks Why 

his F.I.C.A. deduction changed last week. Ask your finance officer to 

explain to you haw the payroll system works, and how it doesn't work 

so that you can do the same for your staff v*ien they ask you. 
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3. VcM do you loxytf how much money you have? Ask the finance officer 
vAiat arrangements are made to inform you of hew much money remains for 
your program to spend. In most cases^ vrtien the check fron the state 
arrives, it will be placed in the general fund of your sdxx>l district. 
An "acoomt" will then be set up for you within this fund, with the 
affiount of the state's grant as your beginning balanoe. Periodic 
reports will be issxjed you to tell you what you have left to spend. 
Ask your finance officer: 

a) How often will you get these reports? 

b) What do they look like? 

c) How do you read them? What do these funry signs over here in the 
comer mean anyway? 

d) If your program will be charging tuition fees, and these fees are 
to be made available for your program to spend, 

**Tb whom do you give the money? 
**Do you take cash, or checks? 

**How do you give a receipt? Is a plain dime-store 

receipt book siafficient? 
**How is that income reflected in the periodic reports? 

e) Even if that moiiey is not going to be made available to your program 
to spend (it isn't always) , hew can you find out, keep track of hew 
much money you've taken in as a talking point with your school 
committee? 

f ) Are you expected to respond to the report in any way? 

g) Is the report according to just one Imp sum? Or is it broken dcwn 
by category of spending, with limits on each category according to 
your program prc5X>sal. In most cases, it will be a lump-sum report, 
and you will have to keep track of categories yourself, as explained 
belcw. 



There are, no doubt, a nutiber of other questions that you will 
think of to ask your finance officer. But remember this cardinal rule: 
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DON'T SPEND OR ORDER ANYTHING UNTIL YOU HAVE SPOKEN TO HIM OR HER 
ABOUT THE ABOVE FACTS. You will find that, in nost cases, he or she will 
be more than happy to aoquciint you with administrative procedure, and 
will be appreciative of your asking for advice before prooeedir^. 
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KEEPING ACCOUNTS 



In part, the ABE Director's function is bo receive funds, order 
equipnent and sillies, pay salaries, pay bills, maintain records of 
all transactions, and make regular reports to the AHE unit of the 
Bureau of Adult Services. 

To carry out these functions in a business-liJce manner, the 
Bureau of Adult Services wuld like to reccnmend a sinple, uniform 
accounting system. Tlie purpose of suggesting this method of record 
keeping is to assist those directors vto are relatively unfamiliar with 
accounting practices, and at tlie same time to assure an accurate 
reporting system for the purpose of annual audits. I3ie system is meant to 
si:gpleroent , not replace , any local accounting system offered by your 
school department. It represents a minimum of information vMdi should 
be maintained by the Director. If your program is large and its finances 
complex, it is urged that yoti devise, with the assistance of your local 
accounting office, a nore advanced system. 

Becannended Accounting systems 

TBie basic materials to be used with this system include: 

1) Two-page, 14-column accounting paper for recording all Fonetary 
transactions. 

2) Folders- for use in systematically filing vouchers, bills, 
receipts , ccpies of requisitions or purchase orders, and other 
such documents. 
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Sanyle I^er 

^Ihe adjoining ledger page gives exarrples of a f€M of the entries 
\*iidi may be made in keeping your records. 

Descxiption: 

Briefly explain each item, reoording the date v4>en it occurred. 
One possible means of describing an item is to refer to an invoice 
ntinber^ a receipt nurtiber, or a purchase order nurtber. You may want 
to provide space to enter a variety of information conoemina expenditures, 
such as invoice nxntoer, purchase order number, etc. 



Expenditures: 

In generad, you will want to organize your e:q)endit\ire colxinns 
according to the categories by vghich you will have to report on the 
"Mcsnthly Statement of E}^)enditure" form (see Section V-B) . Uie sairple 
ledger sheet shows a beginning-month balance for each category of v^ch 
you wish to keep track. As money is esqjended on each item, enter the 
amount under tte e^^propriate column. At the end of the month, siitply 
add \jp all expenditures in each colunn and subtract the total from the 
beginning balance to arrive at your nev^ balance. 

.^gmijn^^ the "Monthly Statement of Expenditures" form asks for 
information based on monies either actually spent ot monies oarmitted 
but not actually expended. That is, if you sent out a purchase order 
for equipment, that money, from the Monthly Report's point of view, is 
already e}q)ended and should be entered. If the actual amount is later 
found out to be different, a correction can be entered with a reference 
made under "description" to the previous entry (see exarrple) . In this 
way, your totals are likely to differ fran those given you by your 
local school departaient's accountant. 
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EVALUATING THE PRCX3RAM 



An annual evaluation of the local ABE program by teachers, students, 
administrative staff, and oosponsoring agencies has many advantages , 
including: 

** An evaluation usually results in reocninendations for program 
changes, Furthentore, iirplerenting change is usually easier 
when those vto are directly affected help make the reoomnen- 
dations. 

** With annual evaluation r the purpose of the local ABE program 
is more clearly understood by everyone — including students. 

** A self-evaluation of the program provides a valuable inservioe 
activity for teachers. 

** Evaluation helps to avoid false assumptions • A high dropout 
rate^ for exanple, may be blamed on poor instruction. Evalua- 
tion way reveal that a poor policy of testing and student 
plaoement is to blame or that the time classes are offered are 
inoonvenient for a nunber of students* 

** Periodic r^xDrts to the siqjerintendent and the board of education, 
including reocrrrtiendations for program irtprovBtient, can be sub- 
stantiated with facts. 

** Budget reconnendations , based on substantiated facts, are more 
convincing than reoonnendations based on qp^ dons. 

** Legal or financial restrictions, which critics feel irpede 
the program, can be defend.ed with facts • 

A corplete evaluation of individual student progress in reading, 

writing, and arithmetic is essential to relate the purpose of ABE to 

its effectiveness. Some administrators dislike to test students on the 

grounds that testing discourages them. Without an evaluation of each 

student's progress, a director can only say, "We think PBE is achieving 



48 



60. 



its major purpose, ^te don't really know." 



Suggestions for Self-Evaluation 
The following suggestions should help an ABE director build a 
self -evaluation program: 

** ^volve teachers in planning and oonducting self-eval\iaticai . 
Tl)e most successful program evaluations are developed by the 
entire staff on a step-by-step basis. 

** Develop and use anonymous student opinionnaires . The student 
opinionriaire is a practical, inejqp^ive method of collecting 
suggestions for program iitprovenent and information about 
program benefits. 

** Plan an annual follov^-ig) of students . Fbllowup can be a part 
of teacJ^ inservioe training. Hie teacher is tjsually in the 
best position to conduct a student follow-vp study. Students 
are more likely to respond to a reouest fron a person they know. 
As part of follc^^-\Jp, contact ABE students currently enrolled 
in other school programs. 

** Develop a pretest/post-test plan . Urge ABE teachers to keep 
individual records of each student's grade- level plaoenent test 
scares. Also encourage teadiers to repeat the entrance test 
test at the end of the term to detennine ix^vidual progress. 

** Decide what student data to collect . Analyze the data within 
the limits of available staff tire. 

** Make maximum use of existing records . Student registration 
forms, monthly and annual attendance repoirts, student enployinent 
records, and counselor reports provide information that is seldon 
used to full advantage. 

** ^fave teadiers conduct an annual self-^^aisal . A self-appraiscd 
by each tesnhar gives the director an oppori:iiutY to discuss 
individual strengths and weaknesses. Helping teachers to irrprove 
their classroom techniques is one of the most iitportant functions 
of the ABE director. 

** Set aside specific tirnes for classroom visitations . First-hand 
observation is essential. Put visitation times on your calendar 
and allcM nothing to interfere. 

** Have each matter of the administrative staff , including the 
director, lyake an annual self-ap praisaT! " 
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** Prepare an annual evaluation report for the superintendent and 
board of ecjucation . Include program sucx^esses, failures, and 
aspirations. 



Before the close of the program year, prepare a list of jpprove- 
ments planned for the next year > At specific times durinq the 
following year, report to the s\:perintendent and the board of 
education on the progress made in acccrplishing ttvese goals. 
Substantiate progress reports with factual data. 

At least once a year, make a thorough review of ABE activities 
oonducted in partnership wxth ocninunxty agencies . Both partners 
should present facts and make sugrgestions for program irprove-- 
ment. 

Oonplete program evaluation at a time v^ien findings and 
reaatwendations for change will be laseful in planning the 
program for the neact fiscal yeeu: . itie iDest iiioentive for 
self -evaluation is stimulation of positive change. 

Irnplications 

Evaluation is often the most neglected phase of school adminis- 
tration. There can be no effective evaluation imless the purpose of 
the program is clearly understood by everyone oonoemed. In the early 
d^s of ABE, there nay have been sane excuse for not fully understanding 
the purpose of the program or not kncvdng v*iat was being acoonplished. 
Excuses are no longer valid. Directors of every educational program, 
whether for advilts or children, want more funds to serve students. 
Without effective evaluation at the local level, it will become? in- 
creasingly difficult to substantiate requests for more ABE funds. 

An ongoing plan for local evaluation calls for self -discipline and 
an objective point of view. But a local approach has many advantages 
over infrequent formal evaluations by an outside agency. 
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RECRUITING 



Most people enroll in ABE becaiase tney want ediication for more 
than the sake of education. Recniiters are frequently asked questions 
such as: 

I have a job^ so why shoxild I give up my evenings to oome back 
to school? 

Will the tine I spend in ABE help me get a better job? 

Why should I risl: erbarrassnent by going to sdiool? I'm on 
welfare. 

Will 1 hi a better chance of getting off welfare if I go back 
to schoo. 

Will I learn hw to buy nore with iry money? 

Will I be able to help my children with schoolwork? 

A desire for eoonardc security, as provided by a job, is basic for 
most people. A desire for social ^proval — demonstrated by an attractive 
home/ an iirpressive car, a color television set, and other material 
things — is also irportant. The ability to read and write is a funda- 
mental need in our society. Potential students will usually enroll if 
they can be assured that the ABE program will be of direct, personal 
benefit. 

Prospective students recognize that there is a relationship betweeji 
the amount of an individual's education and the amount of his earnings. 
Yet, for many pecple, an educatica:i beginning with basic reading and 
writing seans a long, tortuous process. ABE recruiters must be able to 
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identify and sell the ixnnediate benefits to be derived from going back 
to sciKol. A good salesman, or recmiter, can translate buying motives 
into ^:peal8 v?hich will oonvinoe prospective students that ABE does have 
iJtitBdiate personal value, Ihe recruiter must be prepeoced to counter 
every negative response made by the prospective, or student. 

¥dcm Your Custoners 
A knowledge and understanding of potential customers, or students, 
is essential. This principle applies to both direct and indirect sales 
methods. Develop an e?3preciation of family traditions and an understand- 
ing of the cultairal patterns of potential students as part of the 
preservioe and inservioe t3:raining for teadiers and par^professionals. 
For example, staff mentoers shoxild understand students vdth Appaladiia 
backgrounds go "down home** on weekends and holid^^. An awareness of 
potential problems and prc3bably reactions of students is also important. 

Know Your Product 
I5ie product you are selling is the ABE program. Know v*iat it has 
to offer. Ihe professional literature encourages directors to establish 
written cA^jectives. Yet, merely stating program objectives or the purposes 
of the law will not encourage many people to enroll. Translate objectives 
and purpose into meaningful terms that suggest benefits for prospective 
stiden ts. 

E5q>lain program advantages to prospective students. Cbnvinoe 
them that advantages, such as the opportunity to get one's own goals. 
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do exist. Stating the purpose of the pjcogram, in customer terms, 
pirovides sales oonf idenoe and keeps the recruitment presentation fron 
beocming mechanical. 

Develop a Positive Apprpad i 
Direct and iidirect selling, with either the spoken or written 
word, requires a friendly attitude. Personal appearance slKxild radiate 
wanttth; the tone of voioe, friendliness; and written oonnunications , 

Use a strong opening . Many salesman, after introducing themselves, 
vise a qviestion to stijnulate interest. "Mrs. Jones, would you like to 
save noney on your food b\:ying?" is a stronger opening than, "Mrs. Jones, 
why don't you come back to school and oonplete the fifth grade?" 

Hie adult education brochure of Midtown, U.S.A. announces, "On 
September 12, ABE classes will resume at the Adult Center." Can you 
iitagir^ a soap ocxrpany advertising, "On Septeriser 12, we will continue 
to sell detergent XYZ in grooery stores." If ABE is to conpete with 
bowling, televisim, and other attractive offerijigs — if it is to overoor^e 
the fears and apprehensions of people — program directors most use the 
same basic principles of selling as oorrpany selling a particular product. 

Deronstrate tJie service . In direct selling at home or at the 
learning center, give the prospective student an opportunity to try 
out a short lesson at an appropriate readina level. Give the prospect 
sane ''hands-on experience" with instructional equipment. Consider 
developing and using a brief slide presentation to create interest in 



ERLC 



53 



66. 



the program. Ihe gift of a one-pagfe lesson mar^ create interest and lead 
to a desire for more lessons. 

Practioe Your Sales Tectoique 

Inservioe training of recruiters should include opportunities 

to do the following: 

Itole play ways to handle clients v^ho are skeptical, timid, 
argunentative, or silent. 

Practioe telling and showing the ABE story. Photographs and 
saxiples of instrxictional materials have eye appeal. Cassette 
recordings have ear appeal. 

** Discuss ways to oonvinoe prospects to visit the progrean to 
talk with students and staff matters. 

Strengthen recruiter listening techniques. Know what the client 
is saying. 

Practioe countering client objections. Learn to distinguish 
between an honest objection and an excuse. 

Learn to turn objections into reasons for enrolling. Use role 
playing with such oamon objections as: 

I can't leave my diildren to go to sctool. 

It will take we too long to learn to read and write. 

I can't afford to take the bus. 

I'm afraid I'll fail again. 

I'm too old to learn. 

Locate Your Custaners 
VJhidi sales methods produce the best results in a particular 
ootinunity? U^e use of an informal survey among stxidents currently 
enrolled in the prograiri is a cannon means of determining the most 
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effective irethcxis. Under the question "Hew did you it:am about the ABE 
program?", list direct and indirect methods in current use. These may 
include personal contacts by recruiters; use of printed announcements; 
radio, television, and newspsqper stories; referrads by frieids, relatives, 
case workers, enployers, and ministers; and publicity through! public 
lihrarios, PTA organizations, and so forth. It^ followiixj means and 
methods for locating prospective students are based on acttial experiences 
of ABE directors. 



C3c3ftmunity Partnerships 

Develop partnership arrangenents with churciies, public and 
private social ^rvioe organizations, public housing canters, 
businesses, industries, and governmental agencies. Partnerships 
provide one of the best means of selling ABE to large nurtoers 
of people. 

Send printed announoBments about the ABE program to ocrrunity 
agencies that have direct contact with prospective students. 
Use illustrations. Keep working and sentence structure as 
short and sirple as possible. Avoid the use of educational terms, 
such as targe t population , behavioral objectives , o r multi-media . 

** Publicize the ABE program as a joint effort with otter contrunity 
agencies. In one large city, the public library annually publishes 
a booklet which lists all local adult edikjation q:portunities 
offered by nm-profit organizations. 

Iilxplain and demonstrate the ABE program to welfare department 
case vorkers and oti^ers v/ho have direct contact with clients. 

Conduct training programs in selling the ABE program for recruiters 
and volunteers vrarking with comnunity agencies. 

** Invite imtagrants, either by letter or direct contact, to attmd 
special ABE classes for the foreign bom. Names are generally 
available fran the post office or the local Bureau of Itmdgration. 
Aliens must register at the post office during the month of 
Janiiary. 
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Exhibit and danonstrate new types of adult reading materials 
axxi equipnrtent at cxDunty fairs, shofping centers, school open 
houses and other appropriate locations. Staff with volunteers 
or paraprof essionals . Provide class schediiLes and enrollment 
forms. 

Use vacant store windows for displays about the ABE program. 

Make presentations at club meetings. Marbers of organizations 
often have direct contact with potential students. Slides, 
overhead transparencies , and other media shoiiLd be kept up- 
to-date and cataloged for presentations of varying length. 

Invite ministers, welfare directors, and others with an interest 
in ABE students to participate actively in the program. Their 
degree of interest in selling potential students is usually in 
direct relationship to their own involvement in the program. 



Radio and Television 

Becore personally aoquainted with directcxrs of local radio and 
television stations. Maintain faoe-to-faoe contact throu^iout 
the year, not just onoe-a-year contact by letter or telephone. 

Radio and television spot anrxjunoements should be limited to 
the amount of time specified by individual stations. Use 
students as often as possible as announcers. StiiSents often 
oone across better to prospective students than an educator or 
a professional announcer. 

Have students help plan messages for prospective stcfedents. 
Seek their advice on clarity and understanding. 

Investigate joining with other school districts in the geographic 
area for public service announoements. Adults can be urged to 
enroll in one of several ABE programs. 

Give special attention to stations that appeal to prospective 
students — for exairple, radio stations that specialize in country 
and western or soul miusic. 



Newspc^)er3 and Other Publications 



** Get to know local editors of both daily and weekly newspapers. 
Keep in regular contact with them. 
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* Newspaper feature stories about student acxorplishnents are 
often nore effec±ive than announcements. Human interest stories, 
v*iLch should have the approval of students mentioned bv name, 
help to build pride in the program. 

* Many industries publish in-house newspapers or magazines for 
their eftployees. Feature stoxies about enployees and general 
announcements about ABE offerings are usually welooned. 



Within-the~School Partnerships 

Offer /\BE classes at an evening adult center in exjunction 
' with job preparatory and ncai-credit general adult education 
classes. Whan ABE classes meet in the same building as otter 
adult classes, nuch of the stigma of attending "a school for 
adults >*)o can't read' is removed. Further, the c^jportunity 
to prepare for a job in conjunction with ABE may be available 
at the same location — an iitcortant sales point. 

** Organize diild care centers for mothers of small diildren. 
'ihis can sometimes be done through other areas of adult 
education such as parent education, general adult education, 
or home econonics diild care programs. 

Prospective students may call the school to ccxif iim ARE 
schedules or seek assurance that tha program is for than. TBie 
basic principles of effective selling c^ly— includina courtesy 
and a pleasant voice that reflects a desire to help tte caller. 
Keep a list of callers, phone nurrbers, and addresses. Send APE 
sales material to then. Have a recruiter or other staff person 
make a personal visit. 

Use infonnation provided Yr/ school records. Contact hioh 
school dropouts and ccxr^iaoe them to enroll in the ABE orogram. 

Invite school superintendents and merrfcers of boards of education 
ix> visit classes. Set up occasional soecial visits to include 
state legislators and oongressicml representatives. Officials 
will usually not visit the program unless specifically invited 
to do so. 



Student C ontacts 

Encourage ABE students to bring their friends or relatives to 
the learning center. 

** At the close of the program year, ask each ABE student to 
self-address an envelope. Send each an announcement prior 
to the opening of the new prtDoram. 
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Close the Sale 

Uiere are several effective techniques for getting client action, 

or student enrollnent. Anong than are the following: 

Offer to fill out the registration form for the prospect. 

Contrast the advantages of enrolling in the ABE program with 
the disadvantages. 

Rfciview the sales points. 

Arrange a visit to the ABE center if the prospect is hesitant 
in making a decision. 

** Acoonpary the prospect to a counselor or a teadier for another 
person's sales pitch. 

Inplicatians 

Detjerminiiig the effectiveness of various meJiods of ARE. selling 
in relationship to administrative time and cost is an essential part 
of ABE management. Sane directors feel that the development of an 
effective instructional program is the best means of selling potential 
students f because it results in satisfied custoners. Satisfied custoners 
are essential in maintaining enrollment, but they cire not enough. Both 
direct aiKJ indirect sales methods are needed to build enrollment. 

ABE requires a more iniensive sales program than other areas of 
education. In general, the less education people have, the more 
encoaragement they need to overcome fears and reservations and to weigh 
the value of returning to school. 

IkJ^ many ABE students are enrolled in the local proqram in relation 
to the adults in the ocmnfunity who need the program? To answer this 
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question, use 1970 census data. If the percentaqe is low, an improved 
direct and indirect sales program is needed. 
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CERTIFICATES AND DIPLOMAS 



The ABE Student is often in need of frequent reminders of significant 
progress in his work. As an ABE director, you have both a right and a 
responsibility to providethe means for such recognition. One means is 
to design a number of certificates or diplonas indicating significant 
achievement by students. You are free to design v^iatever levels of 
recognition you like: eadi grade-level, subject oriented, eighth-grade, 
etc. Of course, ipon successful ocnpletion of the G.F.D. (General 
Educational Develc^inent) examination, a certificate will be issued to 
the new graduate. An exanple of sane certificates designed by other 
idiool districts appears on the folliwing pages. 

You may want to investigate with yoxor school cormittee the 
possibility of providing an alternative to the G.F.D. in the form of 
an Adult High School Diplora issued upon corpletion of a number of 
camegie-units in appropriate adult curricular material. Fuch an 
alternative would have to be offered in conjunction with a local school 
oomittee decision to grant such an Mult Diploma. S\jch factors as 
wrk and life experiences, military education and training, and previous 
hxgh school credits can theii all be counted, according to pre-set 
formulae, tcnvards the high school diploma. 
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STAFF DEVELOPMENT • PRESERVICE 



Should regiilarly certified teachers with no preparation for 
instructing adults and no e:q)erienoe teaching adults be assigned to 
ABE classroons or learning centers without preservioe training? Most 
authorities agree that the quality of ABE instruction, especially 
during the first few sessions, is a critical factor in retaining 
stix3ents. The practice of ^ploying untrained teachers is a serious, 
perplexing conoem of many directors. 



Reasons for Cbnoem 
The use of untrained personnel is unfair to both teachers and 
sti^ents. ?4uch tijTte and effort devoted to student recni^tftfcnt , selection 
of mterials and equiprient, and other ittportant activities can be 
nullified. The reasons trained ABE teachers are unavailable provides 
possible clues to a solution: 

** Alirost no teacher training institutions have preparation for 
instractLna adults as a part of their undergraduate programs. 
Several excellent graduate programs are available in adult 
administration and ABE instructional methods and procedures. 
However, few teachers work toward advanced degrees in anti- 
cipation of part-time reaching. 

** Many new approaches to ABE inservice training have been developed 
in recent years. However, inservice programs on local, state, 
and national levels are usually designed for oracticing teachers, 
r^tost research studies and professional writing are concerned 
with inservice rather than perservioe training. 

Sunrer preservioe workshops onoe provided training for most 
new teachers. Now, in sane oomnunities, as many teachers are 

oir^:^loycd during thr> year as in September or October. I/saminn 
cc>-nters and indiviciualized instructional methods ha\'e nadc i t 
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possible for students to enroll throughout the calendar year. 

Hone instruction programs may begin any time. New classes in 

partnership with business and indvistry and oomnunity agencies 

are organized throughout the year—ineaning teachers enter the program 

at different times. 

** C3ontinuous teacher employment demands a continuous preservice 

training program. Gzoap preservice training methods are no longer 
adequate. Individualized teacher training methods, as opposed to 
groip instructional methods, are a necessity. 



Hie developnrtent and operation of an effective preservice program 
can be a tiine-oonsuming responsibility. Administrators generally 
agree that preservice training should have a high priority. Yet, 
many ABE directors serve on a part-time basis and, of necessity, 
must select their administrative priorities. If only one or two 
new teachers are errplqyed a year, the director finds it difficult 
to justify the time and expense involved in a local preservice program. 



Cooperative Solutions 
One solution to the preservice problem is to organize and operate 
a ocxyerative tradning program . Many of the barriers to an effective 
preservioe program are removed viben school districts within an inirediate 
area pool their personnel resources and budget cillocations for teacher 
training. 

Preservice training offered by the local district, or as a oorbined 
effort by several districts, might provide new teachers with opportunities 
to do the following: 

** Observe ABE instruction in several classrooms and l2iboratories . 

** Learn the needs of ABE students and ABE instructional methods 
through use of specially prepared video recordings, audio tapes, 
films, and programmed instructional materials. 

** Study the ABE instructional matericils used in local classrooms 
or laboratories. 
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Beocite faomliar with the operation of instructional equipment. 

Becxme acxquainted with the building and its facilities. 

Meet informally with other teachers, counselors, administrators, 
and other staff maribers in the local PBF. program. 

Read professional gravth pamphlets, books, and materials. 

Meet as often as necessary during the trainii^ period with the 
local director or svqpervisor. Counseling and reassurance to 
the trainee are essential during preservice training. 

Becare familiar with local administrative policies and practices. 
Teacher reports and unfamiliar classroom or laboratory procedures 
can be frustrating. If such details are included in the pre- 
service trainina, the teacher can devote maximum time and 
energy to instruction during the all-irrportant first days on the 
job. A teacher handbook and other pertinent materials should 
be made available to trainees by each participating district. 

Coordinate preservice training with inservice training. Durinq 
the first weeks in the classrocm or laboratory, the new teacher 
should have daily access to professional assistance if need be. 
Consideration should be given to cissigning an experienced 
teacher to work with the new teacher during this period. 



Implications 

Many new teachers, through circumstances beyond the control of ABE 
leadership, center the classroom or laboratory with little or no prepara- 
tion for teaching ABE students. How many adults drop from the program 
and sacrifice their leist opportunity for an education because the teacher 
is unprepared? rJo one knows. The trne lag betvgeen initial enplpyment 
and the opportunity for inservice training is a void which must be filled 
if ABE is to function at an effective level. 

The arplqynent of teachers on a continuing basis throughout the 
calendar year necessitates preservice training on an ongoing basis. 
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Uiis may mean presexvice training on an individualized basis rather than 
through traditional group methods. Individualization of instruction is 
applicable to :^cher preparation as well as student instruction. 

Many administrative problems cannot be solved by the director 
aloaie^ especially not in a smaller oonrnunity with a part-time director. 
Cooperative training efforts among districts offer many possibilities 
for better use of personnel resources and funds. In the final analysis^ 
local directors must assign their program priorities and the inportance 
of preservioe training should not be overlooked. 
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STAFF DEVELOPMENT- INSERVICE 



Many ABE programs have one or more teadiers v*Kin the director 
cjonsiders to be outstanding. Few students drop fron the classes of 
these teachers. A majority of the students denonstrate significant 
Inprovenent in basic skills. Many secure enplqyment as a result of 
the teachers* efforts. Directors often ask theneelves, "V^at can I 
do to encourage or stiinulate other teachers to this level of teaching 
ocrpetence?" The best available method appears to be a good inservioe 
teacher training program. 

Teacher Canrpetencies and Learning Considerations 

Ihe first step in planning an inservioe program might be identifyina 

the ocnpetencies^ or oonbination of ocnpetencies, of outstandina teachers. 

Hhe following are often recognized: 

** Enthusiasm for ABE ocntoined with a strorig desire to improve 
personal teaching ocrpetencies . 

** A genuine interest in understanding of the adult learner. 

** A thorough kiic^^ledge and understanding of the subject matter. 

** Skillful usEJ of appropriate instructional techniques. 

The second step in planning an effective inservioe panogram is to 

select appropriate learning methods. Consider the following: 

** Hew teachers can gain better insight into problems of ABE 
Students. 
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** How teachers' enpathy with students can be further developed. 

** IkM teadiers' understanding of the subject matter can be irprovixl. 

** How all staff members can be motivated toward greater effort. 

Deciding hew to improve particular teacher ocmpetencies should 
not be too difficult for ABE directors. Teachers learn in the same way 
that ABE students, doctors, carpenters, and everyone else learns — through 
observation, participation, inquiry, application, and evaluation. I^ie 
basic principles of effective ABE instruction apply eaually well to 
trcdniivj teadiers. 

The teacher v*io constantly lectures to students is considered 
ineffective. Yet, the most oanmn fxam of inservioe training is to 
bring in a resource person to leccure to teachers on how to improve their 
instruction. Invariably, in planning and inservioe program, the first 
ouestion is, "What outstandl>g authorities are available to address 
tlie groip?" Small groip dieussions may follow the address to provide 
an c^jportunity for teacher participation. This often terminates the 
inservioe training program. There has been no inquiry, no application, 
ana only saperficial participation and evaluation. What has been pre- 
sented may soon be foixjotten by the teacher. 

To plan an effective iiiservioe training program, a number of 

factors shoi Id be recognized: 

** The capabilJ -ies of teachenrs vary. Inservioe training should 
not begin at tahe same piece for all teachers any more than 
instruction shciuf^ begin at the sane place for all students. 
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Training should be direc±ly related to the needs of individual 
teachers. Sane teachers need to inprove their kixjwledge and 
skill in teaching adults to read. Others need a better under- 
standing of the adxiLt learner. A few will need to be encouraged, 
or even prodded, into using their fxill capabilities as teachers. 

A close relationship should be developed between vtet is to be 
learned and the selection of a learning inethod. 

Resource people with first-hand experience in teaching adults 
should give teachers practical sviggestions for -^jntediate use 
in the classroom or learning laboratory. 

Outstanding teachers in the local program are valuable resource 
people. Representatives of ocninunity agencies v*io work directly 
with students in other situations should also be considered. 

locally prepared video tapes and filins can be valuable tools of 
inservice training and conserve the time and energy of resource 
peqple. An ABE professional library should be stocked with 
carefully selected materials aiid should be readily accessible 
to all teachers. 



Effec -J.ve inservice training shotiLd have a twofold purpose—helping 
individual teachers grow professionally and irtipxjving the local program . 



Cx^servation and Participation 
ObservatiOT and participation are the methods most ocnmQnly used 
for inservice training. The follc^mig activities illustrate ways in 
which these twD methods can be used: 



Create opportunities for teachers to visiL other ARE programs 
to observe instructional methods, special services for students, 
and administrative prooedirres. Ctoservations often provide the 
seeds for new ideas. Visits can also be reassuring. Tteachers 
may find the local program is stranger than they thought. 
Hopefully, they will also discover ways to iirprove their own 
effort. 
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** Arrange for teachers to visit ocmminity service organizations 
to learn more about the day-to-day conoems of ARK st\x3ents, 
Hiere are dozens of such ootinunity service agencies. Since it 
vail be impossible for teachers to visit than all, short 
interview-type video recordings are possible substitutes, 
Partfjhlets from the Better Business Bureau, Bureau of riarootics 
and Dangerous Drugs, Veterans Administration, and other agencies 
should be available for teaciier reference and study, 

♦* Have groups of teachers collect, review, and select professiaial 
materials which should be of direct help to individual teachers 
and inservice planning oomrdttees. Few administrators have 
the time to locate and screen research studies and professional 
materials which may be of value to teachers. Delegate the 
task; then make selected materials readily available. 

Give teachers the qpportunity to demonstrate their instructional 
techniques to other teachers. The ability of teachers to develop 
effective methods and techniques shcnild not be underestimated, 
Furthenrore, teachers often benefit from dbserviiig the instruc- 
tional methods of other teadiers in the same program. Demon- 
strations of effective teaching performance should be handled 
without ent)arrassing either the outstareiing teacher or the 
c4)servers, 

** Bioourage teachers to report suggestions students make for 
prograni irTpro\'ement, Sane are excellent. 



Inauiry Approach 
Inquiry as a learning method is used less frequently than obser- 
vation and participation. Yet, inouir/ is one of the most imnortant 
routes to learning. Teachers frequently ask such questions as: 

In what way are students' personal problems related to teaching 
reading ? 

How effective are we vrorking with non-readers? 

Can vi^ e3^)ect people to enroll in ABE just to learn to read and 
write, or must other services be orovided? 

Such questions mav appear to be a challenge to the corpetence and 
authority of the supervisor or director. Teachers v;ho oonstructivply 
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ask ' Why?" are often responsible for initiating major instructional and 
adtdnistrative ijTprDvenents. When the true spirit of cx>nstructiv« 
inquiry is established, teachers will ask such auestions as: 

Why are ABE students sensitive to certain terms? 

Why ib one instructicaial device considered superior to another? 

Why don't we have more information about stuients' financial 
problems? 

Why is student recruitment a major problem? 

When teachers study and investigate such questions, inservioe 
trsdning can become a professional growth program dealinc directly 
with major local issues. 

Application Techniques 

Prdblem solving, based facts, is an important phase of student 
learning. Prc±>lesn solving is alt>o iitportant for teac±jer leamina. 
rtost pec^le, including teachers, learn best through solving actual 
rather than simulated problems, 7\pplicaticn may be as sinole as '"hands 
on experience" with a piece of instrurtional eouipment under considera- 
tion for purchase. Or, application m^y be as involved as developino 
a plan for the continiwus .self -evaluation of the ABE program • 

Except in cases cf extreme urgency, most directors do not have 
the time or the energy to develop compretensive plans for the inorove- 
ment of instruction. In addition, such plans must be sold to teachers— 
a task in itself. Curriculum development is an effective insexvice 



ERIC 



69 



84. 



professional grwth activity. Rnoourage teachers to develop a curriculun 
ba sed on student c±)jectives rather than philoso^Jiical or teadier-cletemined 
goals . 

Beginning teachers frequently have dif f iealty making the transfer 
fron broad educational objectives to practical student objectives. Give 
beginners anple c^yortunity to solve their instructional probleins . Review 
proposed solutions with them. Let them try feasible ideas. U^ir 
cqoproaches may vork surprisingly well and provide redirection for a 
program. 

Evaluation 

ABE students like to know hew they are progressing. Teadiersr 
like students, want to know hew much their performance has iiroroved. 7^ 
oaimoai catplaint of teachers is that no one ever visits their classes. 
Teachers have the right and c±)ligation to self-evaluate their own procfress 
regularly and discuss their progress with the director or supervisor. 
Weaknesses in teaching performances are usually not terminal. The inservice 
training program provides the opportunity for imprx>vement in teaching 
performance and an opportunity for re-evaluation. 

Inservice training is directly related to stpervisiai of teachers. 
Tteacher self -evaluation can point up weaknesses. Inservice training 
can help the teacher overcome identified weaknesses and iirprove teaKihina 
performance. The director has the responsibility of helping the teacher 
follow through in the classroom or leaminq laboratory. 
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Lnservioe as a Cohesive Porcse 

Mary ABE teachers in niral areas work apart fron other teachers. 
Ihe same situation exists in urban areas \^here teachers woiic alone in 
neighborhood oaiters, jniblic housing projects^ or business and industry 
facilities. Other ABE teachers are i83lat»} in an adult hiah school or 
general adult education oaiter. 

Taking ABE classes to the students^ in both rural and urban areas^ 
is highly desirable. This does^ however^ increase the need for arranged 
teacher-bo-teadier contacts. The instructional problems and the interests 
of ABE teachers in rural and urban areas are ofbm similar. nrive~in 
vrorkshops serving specific geographic areas work quite well. 

Interest in Saturday inservioe activities has also increased. 
Teadiers of momijig, afternoon^ and evening AHE classes like to neet 
together to consider mutual oonoems, 

Irrplications 

If educational services for T^PE students are to be substantially 
unproved, preservice and inservioe training can no lomer be considereti 
as perfunctory activities. Time must be provided for suc*i trainina. 
Sufficient funds must be budgeted. 

Learning is not as siirple as pouring water into a bottle. Inser/ice 
training, if it is to be more than teadier indoctrination^ must be 
based on a mutual understarKiing of what the teacher needs to learn. The 
stage is then set bo use every method of leamincr in a variety of 
training situations. 
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Sane types of inservicse training can be best acoorolished in the 
loced schcx>l systan. Others are nore effective if thev are nrovided as 
a cooperative effort. The trend is for several districts to join tooet- 
her in inservice training and other activities yitadi, are rmitiially 
bmeficied. Such via:itures can effectively sqpplement services offered 
on a state-wide basis. 

Research studies indicate \*ry preaervioe and inservice trainina 
is important. Many formal evaluations of PEE programs throuqhout the 
country indicate what needs to be done to iirprove prograsns. But it 
remcdns for directors to iirplement waj^ and means for substantially 
iirproving reaching performance. 
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COOPERATIVE VENTURES 



Cosponscarship of ABE classes under camwnity partnership agreements 
are mutually beneficial and one of the most effective means of student 
recruitriKit. More iniportant, oamunity partnerships can provide students 
with broadened servrLces in sodi areas as vocational training, health, 
etployment, and social welfare. 

Partnership Motives 

Hie primary motive of a business partnership is \isually profit. 
The uncterlying motive of an 7VBE connunity partnership is to provide 
inproved senrioes for people. Basic principles for both partnerships 
are the same: 

** Hie partners w^rk together in a oamon erfort which is expected 
to be mutually beneficial. 

** Each partner assunes a share of resporjsibility and makes an 
individual oc«itribution to the total effort. 

♦* The partners agree that in working together they can acconplish 
more than they oould on an individxaal basis. 

** Hie partnership is based on personal understanding, trust, and 
mutual agrearent as to method of operation* 

Why should a school district, irfxich has sufficient finvfe to operate 
its cwn program, became involved in partnerships with other oonmLinitv 
agencies? Why should a local director possibly sacrifice authority to 
work with agencies that nay be considered ocrpetitors? The answer to 
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thsse questions lies in the philosophical direction of the locAl ABE 
procjfmt. 

An ABE progrew needs oonprehensive stiadent recniitrantr effective 
OQunaelijng, and adhilt-oriented instructional methods. Partnership 
arrangemants, in both uzl^an and rural oonnunities, can help with these 
diitensions and add others. Scores of organizations providing health 
services, public and private enployment services , public and social 
welfare services, and shurdi and recreational services have a conmitrent 
to undereducated adults. 

Several steps an ABF director can take to develop cximunity nartner- 
ships are: 



Identify ocnitiunity agencies and business and industrial organi- 
zations having a cannitiTent to potenticd ABE students . BeocriR 
personally aoquainted with the directors of such agencies 
and organizaticHis. The local United ^tapeal office. State Rtplov- 
ment Service office, Channber of Commeroe, public library, labor 
organizations, associaticMi of ministers, and busimss leaders 
can provide names and acMresses of prospective partners. 

Call on agency directors to learn the goals of their respective 
pro grams, their problems ^ and their aspirations , Manv of these 
directors will be unfamiliar with the local /^BF, procrram. Explain 
>*^at you are tryim to acoonplish. Discuss scne of the prc±)lems 
of providing health and job olacenent services. -A frank dis- 
c^sicxi of ABE OTerational pr:A>lcns, such as fixKiinq aporof^riate 
daytime classroor, space, may sixjqest a mutually beneficial 
reason for a partnership. 

Accept cpialified directors of oormunlty agencies as senior 
partners, rather than jumor partners . ^<^hsn an director 
is willing to enter into such an arrangement, an important step 
has b^n taken in ABF partnerships. ^*torkina within the frame- 
work of state 7\BE guide lines ^ each partner agrees to asstne 
specific responsibilities- -student recruitrent, counseling, 
health services, instruction , jcto plaoenent, follow-iiD, and 
other student sor^/ices. 
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Partnership Considerations 



Partnership agreerrtents are seldom reached in one coitact, and 
not all agencies will show an interest in a partnership arrangement 
with the public schools. If there ^)pears to be a genuine interest , 
e3q)lore specific ways in \(iihic±t oooperative efforts would be mutually 
beneficial . Examples include the following: 



** The public housing authority may be interested in having 
tenants learn about oonsumer eoonomics and care of household 
equipment. If ABE provides this instrTK±ic»i/ the lK>using 
authority niay be willing to provide classroom space. 

** The local agricultiaral extension service na\' be interested in 
ABE instruction that is re^.ated to learning to read instructions 
for prrper use of feed, oeJ, fertilizers, and faim machinerv. 
Ihe extension office may be willing to help with recruitment 
and provide sane reading materials. 

** Restaurant cwners, building managers, factory forenen. inunicipal 
service administrators, and other enployers may be interested 
because they want their enployees to be able to read job instruc- 
tions and safety precautions. Management may be willing to make 
some released- time arrangements. 

Many oonsj derations are a part of any partnership arrangement. 

Among than are the following: 



Mutually agree on the servioes each partner is to perform . 
Each organization logically performs those services 'Aich it 
does best and is prepared to finance. Recruiting students 
may be easy for an industry, but locating a certified teacher 
and selecting instruc±ional materials may be auite difficult. 
Successful oartnerships are usually those in v*iich respcffisibilities 
of partners are agreed on in advance and in writing — a good 
business practice to avoid later misunderstandings. 

Familiarize each partner with the guidelines under whidh ARE 
m ust operate . For exanple, teadiers must be erployed bv the 
bbanl of eciucation and st^Dervised bv the PThool ^rvsteyri.. 
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Fanrdlia rize yourse lf wi th the regulations under which e adi partaier 
mu st operate . The most successful partnerships appear to be 
those in v*iich each partner shares sore financial responsibility- 
such as expenses for student recruitinent, announoeronts , or non- 
school facilities. 

Be prepared to share s uc oess or failure ^ Seme partnerships 
fail because one partner receives more recognition than the 
otter, especially in newspaper and television reports. One 
method of eliminating this problem is to collaborate on feature 
stories, using quotes by both directors. In the final analysis, 
tte ABE director is responsible for serving as many people as 
possible—irrespective of v*k) receives tte credit. 

Maintai n a close working relationship with each partner, especially 
durijig tte organizational and early periods . Even after a 
partnership is firmly established, schedule regular meetinas to 
evaluate tte program and plan iirprovenents. 

E hcourc^e staff maiters to participate actively in at least one 
oc mnunity organization opnoemed with tte welfare of imtereducated 
pocpie. Partnerships are usually based on faoe-to-faoe acguain- 
tanoe and interest in cannon problems. 

Ask stude n ts about potential partners . Students can often 
provide vsduable information about neic^dborhood organizations. 

Have part ner s telp gear reading materials to specific interests . 
Industries can ixinetimes procide easy-to-read, job related 
materials. Stxxlents like instructional materials that have 
purpose and meaning for then. 

Ad^t individualized instruction ^yroactes to tte ocrarunity 
partnership concept. Many adults cannot attend regular arf 
classes due to travel distance, hone respaisibilities, irregular 
work teurs, or other valid reasons. Iftider a partnership agree- 
ment with a neighboriiood organization, sudi as a (±urch or 
EX±)lic library, it might te possible to operate a mini-lab with 
a trained paraprofessional frcm the camtunity working under the 
direction of a teacher. Organize tte tours of tte mini-lab so 
that s<:udents can cone at their convenience. 



Implications 



Tte oonnunity partnership concent provides opportunities to take 
classes either to people in their own neighborhoods or to tteir places 
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of employment • Partnerships provide crreater flexibility in the schedulina 
of daytime classes and may help to bring students into direct contact 
with agencies providing health, erployment, and social welfare seirvices. 
Duplication of effort is sometimes avoided through partnership with 
ccftinunity organizations. 

Ccmnunity partner, hips often lead to steps beyond the usual direct 
and indirect student recruitment nethods. Partnershios often strengthen 
rather than vgeaken ME programs—provided the primary ccncem focuses 
on helping individual students. 

The major objecticai to develcpina partnerships aooears to be tine. 
Many administrative hours are needed to work directly with oomunity 
agencies. The ABF administrator nust set his priorities and use available 
time wisely. For exanple, time spent vjorkina with agencies and ornani- 
zations may pay better dividends in student recruitment than time used 
in indirect recruitment. Hours invested in locating daytime class soaoe 
in school buildings nay be better spent orcranizinq nartnership classes 
outside school buildings. 

Developing more effective mp^thods for reaching greater nurnbers of 
pe<Y.le wno need ABE instruction is a chall^nae for every APF director. 
Therefore, all AliE programs should be moved toward the coTTTtunity concept 
of total educational involvement. 
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COMMUNITY COMMUNICATION?:; 

The purpose of cxxmunity ccnrTunications is to make the advantages 
of the Mult Eclucation program clear in the minds of those who need it 
and the inportance of it clear for those in the catmunity v*io f5upport 
it, both directly and indirectly. The local program director mast 
beoane infonred oonceming the best methods and chanr^ls of ccnnunitv 
ocimunicaxJ.on within his area becaiase proper ocuFnunicaticHi with the 
public is vital to the success of the Adult Education program. The 
director should consider the most effective, siirplest methods of oornmuni- 
cation available, always bearing in mind that his message is directed 
to adults* 

Ttie channeling of prqper, thorxxjgh, and convincing information iri 
the right direction is a task of primary and continuing irrportan^^ to 
the director. I^fewspauers, brochures, posters, and letters are alwavs 
effective. Sore ccrrronities nay u.se radio and television to help carrv 
their messages. Probably the most effective and most oomnon method is 
that of vord of mouth from ^iiose who have received benefit from the 
program and knew its value for others. Fach director should examine 
carefully the feedback in order to direct future ccmmunications in the 
proper manner. 
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A. OrgariLzation and Utilization 
1. Public news media 

a. Television Stations ; Televisicxi can be a means of public 
service. It will e:q)lain the Adult Education Program, make 
spot announoements concerning this phase of education, 

and give any iirportant announoenient of public interest that 
pertains to chisprogram. Ihese services may be acquire d 
free , since television stations are required by law to use a 
certain amount of air time for public service? however, the 
director must ask for this time and give sufficient inforrration 
to the announcer. Spot announcements can be read in five 
to thirty seooids; since this time is important, the director 
must write the announcements and prepare slides that neerj to 
be furnished. In areas with a large number of Spanish 
speakiiKf people, it will be helpful for optimal camtunica- 
tion to utilize those television stations vdiich conduct 
programs in Spanish. 

b. Radio : Public service directors will provide free time for 
statements that are fron ten to tliirty seconds in lencrth. 
Generally, the broadcasters prefer that the Mult Education 
director provide them with prepared materials. A 15 to 20 
minute discus&ioti of Adult Education topics followed by a 
10 to 15 minute cfuestion and answer period can also be 
arranged. 

c. Newspapers ; If this medium is approached in the proper 
manner and used to its greatest effectiveness, there is 
much to gained for the success of Mult Education. 
Publishers are usually glad to print short articles and edi- 
torials. Pictures of student's involvement have been found 
to be extra-nely helpful. Wbrthv^iile student activities and 
projects of interest axe often advertised without cJiarae. 

To be effective, advertisements shoiiLd be strategicallv 
placed in the paper. The articles written about ttie Adult 
Educaticxi Program should be of interest to those in need 
of training and should be written to appeal to prospective 
students and arouse tteir interest for further education. 
It is hoped, then, that interested readers will decide to 
enroll in the prograiia. This should pave the way for more 
vigorous recruitment. 

d. Other Sources ; Newsletters, bulletin boards, posters, 
neighborhood shopper's specials, letters, leaflets, panphlets 
brochures and handouts can be effective in promoting the 
Mult Education program. City directories and phone books 
will oontain the names, phone numbers, and addresses of 
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most organizations. Individiials can assist in the 
distribution of the above rrentioned materials. 



2 . Organizations 

a. Civic Clubs : Carefully planned speeches by the Mult 
Education director, Mult Education teachers and Mult 
Education students are often very effective. One page 
circulars giving a brief description of the Mult Educa- 
tion Program may be handed out to club matters. Pc:)sters may 
be given to businesanen \A\o agree to display thtja in a 
ccxaspicuous place, r^ost civic and service clubs have educa - 
tion ocwnlttees that may be persuaded to assist in the 
dissemination of information to the public. The Giamber 

of Ocraneroe will be able to name both organizations and 
individuals that may be contacted in the oomunity. 

b. Churches and Church Groups : Seme ministers will make announce 
ments or prixit information about the MxiLt Fxlucation nrograri 
in church bulletins. Sunday School classes, vromeai's grouos, 
men's groups, and other diurch organizations are usually 
willing and eager to do work along this line if they ar^ 
provided with relevant information. 

c. Wfcnen*s Clubs : A golden opportunity for assistina education - 
ally deprived persons is available throuah these orcranizations 
An explaration of the Mult Education program and a request 
for assistance is all that is necessary to enlist their help. 

d. fecial Groiys : Ccrmunity leaders in the various seqments 
of each locality may provide valuable information and give 
cheir assistance. Most ccmnunities contain special groups 
and organizatj.ons that can be utilized for aiding the A<k)]t 
Education program. Some of these are: sportsmanship c]ut^)s, 
square daiioe clubs, music clubs, citizens-band cltibs, new- 
ocmers clubs, and others. 



3. Business and Industry 

a. Elnployers ' undereducated adults can be very effective 
recruiter Ttieir reoorrriendations cormand the respect 
of their Q.^ioyees. 

b. Posters placed in lounge areas carry the message direct V- 
to prospective stixients. 
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c. Personnel directors may tactfully give circulars and enroll- 
ment forms to prospective students seekii^ ennployinent. 

d. Utility corpanies can be very helpful in providing names 
and addresses of prospective students. 

4. Schools ; The schools are tlie center of most publicity concerning 
the Mult Education program. All school personnel, along with 
board maiibers , 55hould be well informed conoeming the details 
of this program. V7itli a v^ll infoni^ staff, publicity fron 
these points will be very effective. Teachers may supplement 
the information in circulars given to students to take to their 
hones and neighborlKxxis. If administrators, coun^lors, nurses, 
and other idulzti personnel are well informed, they can do an 
excellent job of publicizing this program in their daily contacts 
witli the public. It will also be helpful to this program if 
the director will anncxinoe and explain the purpose of this 
prxDgram at adult meetings held in the local schools. 

a. Such agencies as the Brplpyrnent Ctomnission, T^lfare, riYC. 
CcratUiiity Acticai, Public Health, and others are in daily 
oontact with the undereducated of the camunitv. ^ir aid 
should be solicited. 

b, A full explanation of the organization, objectives, etc., of 
the Adrit Education program should be made to the directors, 
oounselors, case workers, and other contact personnel of 
this agency. 

c Circulars, posters, enrollment forms, and other pertinent 
materials should be provided • 
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Perscanal Contact 

a. Pr-±>? jly the best recruiters for the program are the Mait 
Baucation students . I^iey should be motivated to contact 
other prospective students and encourage thar.; to avail 
ther'.selves of diii* educational program. Circulars '-jhich 
studento can leave witii those contacted vail provide addi- 
tional infoiTTiation and will aid in the recruitnejit of students. 

b. Influential citizens v*io live in the tarcret area can sometincs 
be persuaded to do publicity and recruiting vork. The 
director needs the aid of these individuals. 

c. Adult Eaucation teachers and volunteer workers can make the 
program more effective by distributing relevant information 
fran door-to--door in the target areas. 



Evaluation 

Tc determine success of any activity, an evaluation of that 
activity must be conducted. In order to evaluate oonTTunications, 
it is suggested that the director considur these ouestions: 



a. Do people knew that an Mult Education program exists? 

b. Do they knw the obiectives of the proqraafn? 

c. Has the response from the target area been saticfactory? 

d. Do people fran the news media know about the program? 
Do they confuse it withi other programs? 

e. Did proper personnel acquire student evaluations indicating 
effectiveness of various ne:dia? 



;\fter securii^ ansv^rs to the above ouestions and feedback ori 
publicity fran students, teachers, and ccmnunity leaders, the 
director should be able to reach a decision about the success 
of Lhe methods of ccmanication used. 
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SOME GENERAL THOUGHTS IN REGARD 
TO FORMS PREPARATION : 

1) These fonns are the primry source of information about your progran 
for the Bureau of Mult Services* It is therefore a matter of professional 
wisdon to submit then on time and provide accurate and concise ficmres 
and stateinents. 

2) The Bureau of Mult Services is entrusted with the resoonsibility 
and accountability of accepting, reviewing, and approving these forms. 
Incorrect or inootple te forms will in all likilihood be returned for 
corrections and adjustments • 

3) Forms not received can constitute grounds for program withdrawal 
and suspension of Title III ABE state grant funds. 

4) You will find it easier to oonplete all yoxor ronthly reports at 
once^ and sutriit thon as a package (Monthly Statement of nxoendituros r 
Student Attendence Forms) • 
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PROGRAM PROPOSAL 



The program proposal is, of course, of primary oonsideratiai to 
you and your progran. If not oonpleted correctly and imaginatively, 
you ^ not need the rest of this book. Peel free to attach to your 
proposal further explanations of the nature, goals, intofiticxis of your 
proposed program. Don't, however, get so lengthy that it will never 
be read in its entirety. It is best to have your first year's nroposal 
prepared by someone with some experience in proposal writing. 
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m co::tOi«L/iTH of lyssAGiusms 

DEr/JlTT'IEKT OF EDUGf/f lOU 
DlVISIOw OF CU:%?.ICULUM iUD lilSr^lUCTIOW 

of x\ruLT se.iviccs 

Adult :iaslc Education 

Septerjber, 1974 



TO: Local ABE Directors 

F8DI!: Vary C, Bodanza 
Project Director 
Adult Faaic/Clvic Education 

SUBJECT: ABE Directory-FT 1975 



Fleaae cooplete the follovlnr in order to facilitate the cooDilation 
of the State A.B.E. Directory for *Y-1?75 

CoMBunit y , _ .. , 

A^E.E. Director responsible for Prorrcm: 

Na»e B usiness Telephone^ ^ 

Titl e Hooe Kucbe r ^ 

T/iilinp Address^ — — 



ZIP CODE 

Local School Superintendent - 

Name _Telcnhone 

Title (Vr.) (rrs,) (Ks) (Ph.DJ 

luiilinp Address . 



ZIP COPE 

Pleas a ratum to: 

Mies Mary G. Bodanza 
Project Director 
Adult Basic Education 
178 Trenont Street 
Boston, Massachusetts 02111 
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THE COtlOf^WEALTH OF i/,SSACHUSETTS 
DEPARTMENT OF EDUCATION 
DIVISION OF CURRICLlUr m INSTPUCTIOM 
BUREAU OF ADULT SERVICES 

Adult Basic Educetion 

r av 20, 

TITLE III FEDERAL FU?!DS-AD11T EnuCATIOH ACT 
PIT»LIC LAW ^1-230 

AaiT BASIC EDUCATIOE^ PRO'^PAi': 

C ITY/TOl?K 

The total amount of Title III Adult Basic Education Federal fund? mder 
this Project not to exceed the sere anount ^yn^ed the nr^vioi'S fiscal 
vcar unless or^ viouslv r-Kiuesteri ard authorized bv thi. State Office. 

ATOUrrr n ]97f Amount Requestr.d for FY 1<!75 

SI n,-.:ATURE 

Sunerintendc-nt of Schools 

DATE 

SI GHATURE 

Adult Basic Education Prooram Director 

DATE 
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106. 

ARE 1 



;jPLic;.Tior z^ult basic rr^ucxVTiot: vtoctj^j' 
titlt: II I 

Adult Educfztlon Act (P>L, 91-23^) 

1. Title of Propram 

2. Ktme of School distric t , 

3. PcrsoQ In charpe of Proprni a 

Title (coordiRator» sunervisor or director) 

Business Address Telonhone 

Hocc Address Tcler>hme 

4. Application subcattcd by: 

Sipnat ure _^ 

' Title 

Date Subnittad 

5. Federal Conprosslcnal Distric t 

State Senatorial District ^ 

r*errcsentative District 



FOR depakriEt: of educ\tion use only 



Project Hurtscr 



Date Received 



reviewed on Merit of Porfomance 
:^.ecocBnendcd for Fundinr: Y^^S 



NO 



Approved By_ 



Director 
Bureau of Adult Services 



ABE Project Director 



Tctal Project Cost ^ederil and Local FVinds 
AoDunt Carried from Previous -iscal Year 
Aocunt Funded under Title III, ABE 
Local 'latching Share 



COST PER INSTRUCTIONAL HOUR PER STUDENT $ 



(lOOZ) 
( t) 

V ) 



(Awnmt of fwdlng ^ nucA)or of actual instructional hours all students 
spent in class X number of students attending the Prorrcm) 
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ABE 2 

School Systcn 



107. 



TITLE III-STATE Ol/iNT FUNDS 
/a)inT B/iSIC EDUCATION 



tlATCHING SHT.RE CATEQOEY 



INPICATK MATCHING SHAFJ 
Inderal (2) Local (%) 

A. FinST YEAR HUDING • NEW PROGPJttlS 90 10 



FULL-TIKE: TWcnty-five (25) instructional 
hours cr more per week 



PAKr-TIIE: Less than twenty (20) hours 90 10 

of instruction per week 



Nw prcgr^ aust meet eligible criteria and nerotiited 
on the av^iilafaility of funds. 



B. SECOND YF/^ RTDINT 75 2^ 

FULL-TI^IE PR0C3U\MS 

PART-TIME PROCR/iMS: Second and subsequent years 75 25 

C, THIP.D YEAR FUNDING 50 50 

FULL-TH5E PROGIAMS: Third and subsequent years 
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PKXaWM PRDPOSAL-APPLIC/\TI0N 



1) Title of Program ; Enter the title of the prqposed program, sudi 
Mk^fldult Basic FxJucaticxi Program for Hillsdale, Mass." 

2) Name of_ Sdtool District ; Eiiter the name of your school district. 

3) Person in Charge of Pro gram ; Qiter the name, title, Ixosiness 
address, home address, and telephcMie nvBiters of that persc»i vjho will 
be hired. 

4) i^lication Submitted by; Most school districts have designated 

one persc»i as that individual ^f^ho will officially submit all grant appli- 
cations and proposals for the district. Oftan it is the Si5)erintendent. 
Call the f inanciaLL office of your sciiool district to find out who that 
person is, and enter his or her name and title with the date the proposal 
will be submitted. Cbtain his or her signature. 

5) Legislative Districts ; If no one on your sdiool adninistrative 
staff nas this information handy, your local public library can provide 
you with the information. The following references are some possible 
souroes for the information; 

Oongressicgial Staff Directory (Goverm«it Printing Office) 

Congressional District Data Bode (Govemnent Printing Office) 

Congressional District Atlas (U.S. Bureau of the Census) 

This is Your Massachusetts Govemnent 

A Manual for the Use of the Genearal Court , Massachiasetts General Court 

State Senatorial District and R^resaitative District : Arrain, the 
public library is your best scxirce of information. 
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PROGRAM ProPOSAIHVlATCSilNG STftTE CATEGORy 

this form is relatively self-ejtplanatory. Check the appnapriate 
category for your program depending on v*iether yoa are in your first, 
seoond, or third year of funding. 
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Form ABE 2a 



BUDGET CATEGORY 
TITLE III ADULT BASIC EDUCATIOfI 



City/Town 



Amount Funded 
Fiscal Year 1974 

Title III A.B.E. Funds: 

$ 



Local Matchino Share: 

$ 



Loc?l Director 



♦Balance Carried Over 
Boyond June 30, 1974 



$ 



/'mount 

Requested FY 1975 



FISCAL YEAR 1975 HATCHING SHARE 
Total project cost ell funds Federal and Local $ 
Indicate catenory (see Form ABE 2) 
Local Hatching sharo of expenditures: 

$ 10* $ 25? 



A 

T~"l 



6 

1-n 



c 



Federal Portion under TitTs III; 
$ 90% $ 



75% $ 



100% 



50% 



50% 



Category A=$9 federal for every $1 local funds 
Category B=$75 federal for cvcrv $25 local funds 
Cateoory C*$50 federal for everv $50 local funds 

♦This amount must be in aqreencnt with fiaurcs accurately reoorted o" Jilljf^ 
^ionthly StatoinGnt of Exppndituros . and Annu?l Expenditure Report for FY 1975, 
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PRCGRAM PROPOSAL - BUDGET CATEX30PY 



1) Enter dty, tcwn, and director's narne. 

2) Reading fran left to right on the first row of blanks, enter: 

a) . Total Federal funds for the preoeeding year. 

b) . Federal funds left une^^^ended at end of previous year 

c) • Total Federal Funds requested for upooming year. 

3) Reading fixxn left to riqht on the second rcM of blanks, enter: 

a) ♦ Total local funds ^^cpriated preceeding year. 

b) . Lcxral funcJs left uneaqpenJed at end of previous year. 

c) Total local funds appropriated for \:pcatujig year. 

4) Enter total project cost (add and 3c) 

5) Qiter matching category fran preoeeding page. 

6) If category A, use 1st oolunn of blanks. 
If category use 2nd column of blanks. 
If category use 3rd column of blanks. 

7) Multiply total project cost by appropriate factor (.10, .25, .50), 

and enter results under local and federal blanks in appropriate column. 
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ABE 3 



STATEmiT OF CERTIFICATIOt! 



\m HEREBY CERTIFY THAT: 

1. To the best of our kncwledi^e and belief, the application wade herein is 
in accordance with the Terns of the Massachusetts State Plan for P*L. 
91-230> Title III Adult Education Act. 

2. Participation in the Massachusetts Plan for Adult Basic Education was 
authorized by vote of the school committee of: 

City, Town or Kcgicnal District Date 

3. The Assurance of Compliance with Title VI of the Civil Ri^Jits Act dp.tod 

applies to the application submitted herewith. 

Month, Day, Year 

* 

4. For every $ of Federal monies expended for Adult Basic 

Education, the will expend $ 

City, Town or Regional School 

of town or city monies as the local roatchinp share xinder the 
established natchinp fonmila of 90-102 X 75-25% X 50-502 (Form /BE 2) 

5. All other applicable local rules and repulations and pertinent state 
statutes end repulations coveminp the expenditure of funds will be ob- 
served* 

*L0CAL K.\TCHI!!n SK/iRE OF TIIE PROGRA>: SHALL NOT BE IN-KIND 
SERVICES, E^TT MUST BE AIT ACTUAL MONETARY CONTRIBUTION* 



Superintendent of Schools 

Signature 

Date 



Chairman of School Committee 



Date 
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PROGRAM PROPOSAL - STATEMEWT CERTIFICATIO N 

1) Tte Massachusetts state Plan for P.L, 89-750, Title *:il, 1966, 

as mentioned in the introdixitiQn t> this text, is the basis on which 
authority is granted to local educatioial institutions to operate 
ABE programs. In all cases, the Massachusetts State Plan takes 
precedence over all other eaqjlanations of rules and regulations 
governing ABE programs in Massachusetts. 

2) Your school oomiittee must authorize the participation of your district 
in the Massachusetts Plan for Adult Basic Education. Enter the 
district name and the date on which such authorization was passed 

by the aamittee. 

3) Title III of the Civil Rights Act of 1966 states: 



Each school district, at sane time in the past, in order to be 
eligible for Federal financial sv^iport, must have passed an ;^^surance 
of Oonpliance with that act. Find out from your Siperintendent's 
office v*ien such an assurance ves passed, and enter that date. 

4) Ihe State of Massachusetts requires a 75%-25% funding fonnula for 
ABE programs (see page , Expenditures Budget) . Enter the name of 
your school district as assurance of your understanding of their 
oonmitinent . 

5) You are e3^)ected to be responsible for adhering to all rules, local 
or state, governing the expenditure of funds (see page , Financing) . 
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ABE A 



PROGRAM DESCRIPTION 



Propran TltactablQ: 

a. Beginning date (for cl/uiscs) 

b. Projected enrollment 

(A nlnlQun of 10 stD^er.ts per class) 

c* IVuih^T of Instructional hours per session 

(2 hours nlnlQun) 

d* Number of sessions per week 

e. Totnl nucber of weeks 

(20 weeks ndnlrun) 

f. Total nui±er of sessions 

(40 sessions nlnlmun) 

p. Total nurber of Instructional hours 

(Total nuri>er of sessions x nurber of instruc- 
tional hours per session) 

h. Clcslnp Dcite 



Description Adult Student Population 

a. Size of tarr'ct r'>Pwlatlon (ABE) In your city or town; 

Refer tot Connunlty Monopraph-Massftchuse'-ns Department of Cormerce 
1970 Census of Population/ U.S. Dernrtncnt of Ccnnercc 

Bureau of the Census 



Totnl Hunter 



b. Adults functlonlnp the fifth pradc level or ^ b clou 

c. Adults functlonlnp above the fifth c-md through the 
el<=jith frade level 

d. Adults functlonlnp above the eighth prade level 

who have no hlph school diploma 

e. Adults in need of Bllinpual Education 

(Adults vho COM from envircntvents where the 

dominant lanpuape is not Enpllsh and have a hiph depree 

of limited Ehpllsh-spcaklnp ability, nay be Instructed via 

their ethnic lanpunce towards acquirinp basic Enpllsh 

communication skills as a first sten prior to tinterinp classes 

in total Enrlish) 
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PHJGRAM PROPOSAL - PROGRAM DESCRIPTION 



1) Prograwi Timetable ; If any of the followincr information has not 
yet been cJecided upon, write: "To be detennijned" in the wposite 
space. Your proposal, however, shoxild be as ootplete as possible 
before subtdssion. 

a. You should have a rescaiably clear idea of when your program will 
be underway. Be sure to allcw enough time for planning, hiring 
of personnel, location of sites, etc. 

b. Be realistic in oonsiderii^ the number of teacher hours vou 
have budgeted, and the atount of money available for recrxiiting. 
Don't try to tackle your v*K)le city at onoe. Start a good, 
solid program and then expand. 

c. Enter the average length of an instructional session. If you 
are proposing a learning center, enter the nimber of hours vou 
will be open per day. 

d. Enter tiie days you will be open per v^ek. 

e. Enter the nuirter of instructional sessions (of average length 
entered above) per week. 

f . E^ter the duration of the program within the fiscal year in 
question. 

a. Multiply the nurttered sessions per week (d or e) tjjnes the 
total number of weeks. 

h. Usually, the end of the proposal fiscal year (June 30 of the 
follo^sdng year) . 

2) Be ^eripfeioR Stadent Populaticyi 

a. This infonnation is available frcr\ a number of sources. See 
section (Demographic Survey of the Peculation) • 

b. CXjviously, this porticMi of the question can caily answered 
for proorams already underway. If vou use a propor.al for a 
new program, write "^tot /^licable." 

Briefly mention seme of the means bv which vou interxJ bo recruit 
students. Keep your olans in line with your pressed budget 
and your proiected enrollment. See section (Recruitment) . 
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3. Description of instruction practic es (individualized and 
instructions, ure of learning machines , etc.): 



u. Explanation of coordination with local community agencies 
(CAP, MDTA, WIN, MODEL CITIES, N.Y.C., etc.): 

A minimum of three (3) Letters of Intent from cooperating 
agencies indicating a willingness to cooperate in student 
recruitment and referral from corrimunity agencies and/or 
organizations. (Kindly attach Proposal Application) 
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PROGRRM PROPOSAL - PRDGBAM DESCRIPTICTJ (OONTJ 



3) Description of Instructional Practices : It is not expected that 
ycxi %»rill write a lengthy description of the intricacies of vour 
intentJed approadi. Rather, a brief suninary is desired of tte general 
a^:proaches ynu intend to take with your adult clientele. What is 
the framework within ^rfiich the more specific curricultEn decisions 
will be made? 

4) Coordination ; The ABE Unit of the Bureau of Adult Services desires 
to encourage program cooperation with existing ocranunitv agencies 
You are therefore asked to sutmit a miniman of thri-e letters of 
inteit fron loceil agaicies desiring to cooperate with your progran, 
as well as a short explanation of what form that cooperative effort 
will take. See Appendix VII for a list of related public and private 
service organizaticHis. 
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City /Town 
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Sdiool System 

PPDGRAM CRITERIA 
ADULT BASIC EDUCATION TITLE III 
ADULT EDUCATION ACT 



A. Finit priority shall be given to those students functioning at the fifth grade 
level or belov , and second priority is to be given to students functioning 
above the fifth and throu^ the eighth grade level . Enrollees from the eighth 
grade level will be drawn for the hi^ sdiool Diploma Program. 

B. Indicate whidh priority you have recruited in your area as meeting the most 
need. How toany students will conprlse this group, approximately? 



C. What special method in teaching reading are you oreparins! to use? 
Special materials: 



Special procedures: 



D. What procedures for evaluation will be xised? 



E. Describe Guidance and Testing Service to be provided: 

Proposed tests to be used; 



C. Names of meiribers of Loeal Advisory Contmittee: (Minimum 5 members) 



Schedule of Advisory Committee Meetlnf?s: 



Upon ndvrncn notice. State personnel will be glad to meet with Local Advisory 
ComlttfeCP, 
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PRDGaRW PPCPOSAL - PROGRAM CRTIERIA 



A. and B. : Answer question B. honestly, but with the prograw priority 
criteria outlined in A. in mind. Keep in mind that programs 
targeted at specific demographic groups ease not exclut3ed by this 
prioritization as long as, within your targeted groi;p, the priorities 
are observed. 

C. List briefly tlie specific materials you intend to use. An tiasily 
understood means of idmtification is by series or publishers, for 
example: •'EDL 100" or "SU^ Rsading Attaiirient." 

D. In general, v*iat prooedures will you use for evaluaticxi? Subjective, 
interview methods or more specific testing procedures? Intake 
evaluation? Behavioral or performance objectives? 

E. When will sudi services be offered to the student, and what specific 
tests will be utilized by your counselor? If this is yet to be 
determined, state that. 

F. If your advisory council is yet to be named, state "To Be Determined.*' 
otherwise enter their names and a sdiedule of meetings. 
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PROGRAM PROPOSAL- SURVEYS OF NEEDS 

Hie following three pages ask for derographic information that is 
often rather difficult to locate. Our gest sxjggesticn is to refer to 
Go^^al Social and Eaaxmic Characteristics , 1970 census of Population , 
published for each state by the U.S. Department of CCimieroe, Bureau of 
the Cfensus. Refer to Section I of the handbook for information on 
obtaining this publication. 

You will find that much of the data contained in that oatpilation 
will not match the categories presented in this form. Obviously, blood 
cannot be squeezed from a turnip. Match the categories as best you can, 
applying kncwn rates of literacy and school completion to population 
categories to obtain figures for ethnic grotps. Ihe Bureau of Adtilt 
Services is not asking you to ussue a census report, cxily to be sure that 
you understand the makevp of your ocpinunity and can share that understanding 
with thero. 
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♦SURVEY OF NEEDS. GRADES 5-8 ADULT BASIC EDUCATION 



Population (identified by sex, age» ethnicity, and administrative agency) functioning 
at the fifth ghrough the eighth grade loveL 



Administrative Agency: 



Specify b\ name f county, communtty college, LEA, eicj 



AGE 

fo) 
1. 16 24 


AMERICAN 
INDIAN 


NEGRO/ 
BLACK 


ORIENTAL 


SPANISH. SURNAMES 


OTHER IN. 
DIViriJALS NOT 

INCLUDLD 'N 
C0L5 (b^ tnru 


TOTAL 


PUERTO 
RICAN 


\ 

MEXICAN 
AMERICAN 


OTHER 


Mole 


Femot* 


Mole 


F ^mo;e 
(e) 


Mole 


Femole 


! 

Mole 

(hi 


Femole 

(t) 


; 

Mole 

(i) 


Femoie 


Mote 


Femole 

im) 


Mole 1 Fcrnc' c 


2. 25-34 
































3. 35-44 


























1 
1 




4. 4S.54 
































S. 55-64 
































6. 65 
































7. TOTAL 
















1 

















INSTRUCTIONAL 
PRIORITY 



Level one: Grades 1-4 
♦Level two: Grades 5-8 
Level three: Grades 9-12 



DISTRIBUTION OF 
FISCAL RESOURCES 

Minimum Maximum 

40 ^ 100% 

30 • - 100% 

0 ~ ^ ^ 20% 



ACTUAL 

Percentage Dollar?? 
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♦SURVEY OF NEEDS. GRADES 1-4 ADULT BASIC EDUCATION 

Population (identified by sex, age, ethnicity, and administrative agency) functioninfe 
at the fourth grudv level or below. 



Administrative Agency: 



Specify b\ name (county, community' to//f*jc, LKA,-^ vtcJ 



AGE 


AMERICAN 
INDIAN 


NEGRO/ 
BLACK 


ORIENTAL 


SPANISH-SURNAMED 


OTHER IN- 
DIVIDUALS NOT 
INCLUDED !N 

COLS b, thru in) 


TOTAL 

^P^ 


PUERTO 
RICAN 


MEXICAN 
AMERICAN 


OTHER 


fo) 


Mol6 


F«fnol« 


Mol« 1 Female 

(d) ^e) 


Mcl« 

f) 


Femol* 

(9) 

t z =d 


Mol* 

(h) 


Femole 


Mole 


Femola 

(k) 


Mole 

(t) 

: -r...-- — '—^ 


Femole 


Moi« Fenole 


1. 16- 24 










1 




















2. 25. 34 
































3. 35 44 
































4. 45.54 
































5. 55.64 
































e. 65 

pius 
































7. TOTAL 









































INSTRUCTIONAL 
PRIORITY 



♦Level one: Grades 1-4 
Level two: Grades 5-8 
Level three: Grades 9-12 



DISTRIBUTION OF 
FISCAL RESOURCES 

Minimum Maximum 

40 - - 100% 

30 100% 

0 20% 



ACTUAL 

Percentage Dollars 

% S 

% $ 

% S 
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♦SURVEY OF NEEDS, GRADES 9-12 ADULT BASIC EDUCATION 



Population (identified by sex, aj?e» <»lhnicity, and admini^trntive a^oiK-y) fuiiclioniiij: 
at the ninth throiit,'h twelfth Krado lev(»l or its (Muiivalonc.v. 



AdMiinislrative Agency. 



Specify b\ naniv (countx,: community collcf^e, L/J.A. cfy J 



(o) 
1. '.6 7A 


NDIAN 


NEGRO/ 
BLACK 


OR) EN 




SPANISH-SURNAMED 


OTHER 'N 

iNCLU'^^r:? u 

COLS (b'fWrun 


■TOTAL 


TAL 


PUERTO 
RICAN 


MEXICAN 
AMER CAN 


OTHER 


M le 

i 

i 


F emo(« 


— — 1 
Moi« 1 


Kernel* 


? 

({' 




Mo[e 1 


F emute 


Mole 

U) 


Fcmole 

(k) 


Male i Fcmole 

(h 1 (ml 


Male j 
'n; i 


' o 












2. 2 5.34 


— j 






























3. 35-44 
























1 






4. 45-54 
































5. 55 64 
































6 65 
p'us 








1 




















1 




7. TOTAL 




1 




1 

} 

1 

























INSTFUCTIOMAL 
PRIORITY 



Ia'vcm one: Clradcs 1-4 
I^ vo' l\\o: Grades 
*Ix»vel thrtH.^ Grades fV12 



DISTRIBUTION OF 
FISCAL RESOURCES 

MiniMuin Maximum 

40 100% 

30 ^ 100% 

0 20% 



ACTUAL 

Percentage Dollars 

% S 

% S 



$ — 
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124. 
ABE 6 



EXPENDITURES BUDGET 



Ci ty/Tcwn 



1.0 PERSONNEL SERVICES 



Make certain that Section 1.0 Personnel Services is completed as in the 
following example: (NO. OF HOURS X RATE PER HOUR X NO. EMPLOYED » TOTAL 

COST) 100 hrs. x $10.00 per hr. x 1 = $1,000 

BUDGET CATEGORY ABC / I 



a. Administrative : 

(t'ro»rated salaries list under part time 
with symbols P.R.) 



b. Counseling ; 



c. Teachers : 



d. Instructional Aides 



e. Recruiters: 



f. Clerical: 



g. Custodial : 



MATCHING SHARE 
Federal % Local % 



Part Time $ _ 
Full Time $ . 

Part Time $ 
Full Time $ 

Part Time $ 
Full Time $ 

Part Time $ 
Full Time $ 

_ Part Time $ 
Full Tima $ 



Part Time $ 
Full Time $ 

Pert Time $ 
Full Time $ 
TOTAL 1.0 $ 
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PROGRftH PROPOSAL - EXPENDITURES BUDGET 

Special Notes: 

1) As you can see, space is provided for you to break down personnel 
costs with categories according to job descriptions. By now you 
have presutably ocrpleted the preliminary steps outlined in "Planning 
Your Program/* and have a definitive idea of v*iat personnel you 
will need in \*iat capacities. 

Your school district must cibcide how it is going to go about meeting 
the 25% of the ABE program's budget for vdiich it is responsible. 
The 25% need not be picked ip exactly one quarter of each item listed 
on this form . Pother, the total local e^qpenditure roust be at least 
one-quarter of the total «2>qpei^ture for tte program as a whole. 

Oftentimes, local districts will choose to take responsibility for 
certain salaries, sudi as the director's or a teacher's, in order 
to fulfill their ocnmitment. Other areas of local ocaitribution that 
can and should be counted sltould include: custodial services, office 
equiffnent (does your school have unused equipment that can be con- 
tributed aspart of their conmitment) , equipment maintenance arvl 
repair (can school equipment maintenanoe ocxitracts be extended to 
include your equipment as well? What is the fair mai^et value of 
sudtx coverage) , supplies (many school sj^tems will si?)ply the "software" 
for your program: paper, pencils, inkr erasers, etc.). When you 
have ocnpleted all the categories, itemize the totals for each 
category on the third page, and add \jp Mon i es- Grand Tota ls (deck 
and make sure that the local contribution is at least 2'5% of the 
total listed under "Total Program Cost" at the eirf. If it is over, 
then you're in good sh^pe. If it is not, then you must discuss 
with your school si:perinten<tent how the local district will meet 
the State Plan requirement. Since your school comm.ttee has already 
authorized your participation in the plan, all that has to be worked 
out are the mechanics. Go over each item on the list with the 
superintendent, and determine where the district can contribute. 
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126. 



ABE 7 

NON-PERSWNEL 

2 . 0 Instruct tonal Haterials-Hardyare Only 

An inventory of al] capital iterui purchased during this fiscal ^ear 
mist be kept J both in the local school district and at the State 
ABE Office > — 

FEDERAL X LOCAL X 
Equipment: S pecify TOTAL 2.0 $ 



3.0 Guidance > Counseling , Testing; : 

Standardized Tests: TOTAL 3.0 $ 



4*0 othe r Services and Supplies (software) 

Bocks and other instructional 
natcrials 

for ^adults $ 

A.B.E. Ccnfareocas & Workshops only 

(Advanced request required froo 

State ABE Office) $ 



Conuunication (Newspaper, Radio^ etc^ $. 

Utilitles--Out-cf -school sites only $^ 

Space Rental (Out-of-school $ 
sites only) (Non-public buildings) 

TOTAL 4.0 $ 
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127. 



PPfXaWM PBCTOSft L - EXPHOITUBES BIPGET ( CXWT.) 

2) Itead the section in this handbook on Finance before you fill out 
this section of the proposal form. It will give you sore idea of 
how carefully you vri.ll be expected to aihere to the categories of 
the bcdget iteros outlined in the proposal, and hi£v vou vail be 
expected to ke^ track of your inwu.es. These are good things to 
know fran the start. 
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128. 

/i3E 9 



ERIC 

hfiiinniBTirrTiama 



Federal % Local % 

(Hatching share 
Title III ABE 
only) 



ITEmZATION OF TOTALS; 1.0 $ 

2.0 $^ 
3.0 $ 



4.0 $^ 

FY 1974 CARRY-OVER FUNDS $^ 
1«»IIES - GRi\ND TOTAL $ 



TOTAL PROGRAM COST - FY 1975 - FEDERAL /iND LOCAL FUNDS $ 

OTHER SUPPORTIVE PROGRAMS • LOCAL FUNDS 

1. CHi\PTER 70 REIMBURSEMENT EXPENDITURES: $ 

Adult Civic Education Classes 

2. SPECIAL EDUCATION FOR ADULTS WITH SPECIAL NEEDS: $ 

(ages 16 through 25) 

Chapters 71-69 Araendad by C.766, Acts of 1971 

3. SECONDARY EDUCATION PROGRAMS: 



Adult Evening High School $ 

G.E.D. High School Preparatory $ 

TOLU - LOCAL FUNDS $ 

SUBMISSION OF APPLICATION PROPOS.VLS 

Two (2) copies of the completed application will be subnitted to: 

Project Director, Adult Basic/Civic Education 
Bureau of Adult Services 
Massachusetts Departnant of Education 
178 Trenont Street 
Boston, MA 02111 

One (1) copy to be forwarded to the Superintendent of Schools. The 
applicant agency should keep one or riore copies on file. 

DEADLIKE FOR SUBMISSION 

FY '975 Applications and all subsequent years must be subnitted by June 15, 
,9^ Review and Approval will be nade on a first cone basis. 
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PROGRAM PROPOSAL - EXPENDITURES BUDGET (OONTJ 



3) Don't gxjess at costs. When the foim calls for the costs of audio- 
visual equipnent, for instance, make a rou^ but relatively accurate 
list of the prices of equipment you anticipate actually needing. 
Uien make seme phone calls to determine the actual price of the 
items* Give yourself seme leeway in the proposal for rising costs 
and unanticipated items. 
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130. 



m 8 

Other Services and Supplies (cont*d) 

STAFF DEVELOPMEafT/TEACHER TRAIMIMG - FULL-TIME PROGRAMS ONLY 

(In-service and pre-aervice programs for part-tiire ABE 
teachers ulll be made available through the State f\BK Office) 

A* Program Desim - Preliminary Plan to be Implemented axid Submitted 
Indicate full scope of speciar * area oT ^noed in; 

a« Curriculum d. English as a Second language 

h. Inter -Personal Relationships e. Bilingual Bictiltural Instruction 

c, Quidance and Counselling/Testing f • Other (specify in full) 

B. Hunger of participants Anticipated 

a* Teachers (full -time) ^ 

b. Teachers (part-time) ~ 

c • Counselo rs 

d« Aides/Recruiters 

em Other (identify) 

Training Institution Selected 

a. Name of credit granting Institution (college/Uhiversity) 



LocatioD Tel» 

b« Name of non -credit granting Institution/Agency/Consultant/ 
conducting training program. 



Location Tel, 

Name of TeacherTTraining Coordinator Selected to Implement this Section , 
( raust^e other than ABe diirector" or assi'stant'^irector ) 

Name; — ^ ^..-^ 

Position: 

Program Represented T elephon e 

Anticipated Date (8) for Teacher Training Sessions 
Specify: a, month/year 

b, calendar days 

Training Program Cost 

Title III ABE $ 

(Not to exceed $1^000 unless prior authozdzation has been granted) 

Local $ 

TOTAL COST $ 

±±z 



E. 
F, 

ERIC 



131. 



PROGR AM PROPOSAL : STAFF DE^/EIX«MENT 

A) Circle those areas of need for the coming year. 

B) Eiiter the number of staff in each category that you anticipate will 
participate in your staff developroent program. 

C) There may be more than one credit-granting or non-credit granting 
institution involved. Add addenda if necessary. 

D) Qiter names of oo-ordeniator selected. 

E) Qiter anticipated dates. 

F) Estimate ejqsected cost of program. 
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T)!TArTM\r;T or du'Catio'; 
nurj'AU ov A!)rL'i siiKVfci.s adult i'iASic i:i)1*catio:n 



Am • s 

132. 



FY MormiLY STA'rrMllNT or I'viM ^Mrn*"; * 



yi:ar 



LOCAL niSTT^TCT 



PiincT'AM TITLE 



Ai;r CITY ACC^T KV'VW K 



liUDGlIT CONT^(>L 



Total Federal FuivJs Approval FY 1^7^ 



Approved Biid<*ct 
Cato'^oriCo 
TY 1974 



Actual _ 
Current 
*!onth 



Kxpenditurof; 
7\ccunulativc 
To Date 



1 oral Viu'xpor'i' d 
Tialanoo to Mnto 



1.0 Personnel Services 

? .0 Instruction ?taterla]s 
(l-.arduare , audio-viJ^ual 
office eouipment) onl v 

3.0 Cuidance, Counseling 
Testing 

^*.0 Other Service and 
Supplies (soft^;are) 

Hrand Total Accumulative 



N.B. rxnen-'ituros i n_hnjret ^cj^t^g^^^^ of anpro ved budrets J7iX|^ .^S.V'IFA 



has b^een "out Viori zed by_t:iis Office. 
SrCTION II. CASH CONTROL 

1) CASH ON HA.\D BEGIlOiING OF MONTH 

2) ADDITIONAL PXCEIPTS THIS MONTH 

3) FEDF/AAL FL^^DS AVAILABLE 

LESS EXPENDITURES THIS ?!ONTH ( ) 

5) CASH ON W^IJ) - END OF MONTH 

(THIS TOTAL BECOrO-S THE BEGINNING BALANCE FOR THE FOLLOWING I^TH CASH ON HA 
SECTION II. NO. 1) 

List anv inf^tructional or offi£e^^Gn!^ Tnardware) purchased during the month at 

cost of $100 or t\ore;'^ 



OFFICIAL SIGMATURH: 

City/To^ui Treasurer or Responsible Official 

Program Director, Adult Basic Education . 

PLEASE RETAIN 0^ COPY FOR YOUR FILES AJID FORWARD ONE COPY TO THE STATE ABE PROJECT 

o :;roR. 
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MONTHLY STATEMENT OF EXPENDITURES 



Ihe Monthly statement of Expenditures is to be cxanpleted at the 
end of each noith follcwdng ^jproval of the Program Proposal. It 
should be suhidtted as soon as possible following the closing of the 
books for the month. 

See the section on Accounting Procedures, including a sanple acoountinq 
system, for hcM to set \jp your financial records in such a way as to 
make oarpletion of this form a relatively sijiple matter. 

A quick glance down your ledgers should indicate if you have had 
any instructional or equipnent expense over $100.00 during the nonth. 

Rementoer that this form is asking for e:q)enditures on the basis 
of services or material already contracted for . *Ihat is , if you have 
purchased supplies with a purchase order, but have not yet received or 
paid a bill, incl_u«te that expenditure. Invoices sometimes take a 
considerable time in coming, but you've spent the money just the same. 
This is one good reason for keeping your own siirple accounting records 
in addition to those kept by the school system on the basis of bills 
actually paid. 
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Fom Q1-230-E 

PROFESSIONAL STAFF CERTIFICA TION 

Program #_ 

Title of Program 

Local District 



Name P hone 

Home Address 



street and number • city or town zip code 

Business Address 

Educational Preparation: Undergraduate and Graduate 

INSTITUTION SPECIALIZATION DEGREE YEAR 



MASSACHUSETTS TEACHING CERTIFICATE NO. :^ 

Workshop in Adult Basic Education: 

INSTITUTION YEAR MASS. A.B.E. CERTIFICATE RECEIVED 

YES ( ) NO ( ) 

Years Experience Teaching A.B.L. Program: !*Ihare 

Years Experience Teaching A.C.E. Prcqram:_ J-lhere 

Present Position in Program: S alary per hr. 

Specific Duties 



Elementary or Secondary Teaching or Administrative Experience: 




FOR DEPARTMENT OF EDUCATION USE ONLY: 

Approved • Rejected _Date_ 

Si Qne d Posit ion 
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PROFESSIONAL STAFF CERTIFICATION 



Due: October 

A Professional Staff Certificatian form most be submitted to the 
Bureau of Adult Services for each teacher in your program, full-time or 
part-time. 

You may want to keep the information requirements of this form in 
mind v^ien designing yoor personnel £^lication forms. Be sure to include 
specific questions dealing with certification information, A.B.E. or 
A.C.E. teaching experience, administrative experience, education, etc. 
Having tie information irmiediately available makes short vork of this 
form. 
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Form 91-230~ABE-1 



136. 



COMMO !^T:ALTH op MASSAaiUSETTS 
DEPARTMENT OF EDUCATION 



PROGRAM ?nJMBER^ 
Toxm or City 



ORGA?TIZATIONAL REPORT 



Adult Basic Education Procratn 



Date 



•Tame of Progran Supervisor 
School Address 



^*ome Address 



Street 



Town 



Street To^ 
SCHEDULE OF CLASSES 



Telephone ^^umber 



Telephone Munber 



Location 

- — — 


'mich 

Days 


Hours , Teacher 


!^ 


i 


V 


E 

1 


L, 


No. tf 
'Student! 


1. 


1 — 1 


1 














2. 




1 1 1 














3. 




i — 

\ 
1 




1 


I 








4. 




















» 

5 I 


















6. 












1 






7. 




i 








^ 

1 

♦ 


1 


1 


8. 


















i ' 
















1 

10. 


















i 










- 


! 




! 

12 










— 






13. J 










1 
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137. 



ORGAN I Z ATIONAL REPORT 



The Organizational Report is due to be ocnpleted and returned to 
the Bureau of Mult Education by October. Ihe form is relatively self- 
explanatory, requiring information on class locations ^ sdiedules, teachers, 
levels, and nutters of students. 

Be sure to report only those class secfuences that are actually 
in operation. The form does not call for information on classes planned 
for the future, or started by discontinued. 
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MONTHLY ATTENDANCE RECORD 



A cxjpy of the Montiily Attendancae Reoord nust be submitted each 
ncnth for each class or instructional sequence operated by your program. 
It must ijicluJe an indication of attendance or absence for eadi student 
enrolled in the class. 

It is not reasonable for the Director of a large program to be 
consistently aware of the absenoes of individual students. You, therefore, 
should pass on the responsibility for the oorpleticm of this form to 
the teadiers of eadi class, or to your program counselor. It is, however, 
ultimately your responsibility as the director to see that it is oorrplete. 

You must make your own determination as to vAiat constitutes a 
Vithdrawal.'' Note: don"t be too hasty to mark down withdrawals. 
Pollcwi?) on an absenbae. Is there a problem that you can help jwlve? 
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ANNUAL PROGRAM REPORT 



Due: JUne 1 

TSne A nniaal Program Report is the principal means of oarpilinq data 
on state-wide adult basic education programs. Ihe prixK:ipal purpose of 
the report is to allow states to maJce better oae, for program purposes, 
of infonnation. It is oaiprised of five »^)arate tables, dealinc? with: 

1) Ntober of Participants by Racse, Selected Ethnic Groups. 
Pge, and Sex 

2) Participant Progress axxi Separation Data by Instructional 
Level 

3) }*i!*Der of Participants wd NUtiber of Daytime and Fv^iing 
Classes by Type of location 

4) tfcxtfcer of Paid Personnel and Awxmt of Training 

5) State Adult Brhication Program Iitpact Data 

PoUOidng are scroe points to keep in mind as you fill out the form* 

♦* The state is more inter^ted in accuracy than oonpleteness. 
oy^y reliable figures. If figures are not available 
plaoe a line through that spaoe. 

T&ble 4, part 1 is not oarpletod by you. Itie State Depart- 
ment of Education sixaplies that figure. Ttotal the columns 
without using that row. 

** Design your intake and student evaluation form with the 
information necessary to ocnplete this report in mind. 
Accurate reoord-keqping on a day-to-day basis mak^ year-end 
accounting a lot easier. 
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142. 



o^picc or coucatiOh 
ADULT EDUCATION ANNUAL PROGRAM REPORT 

(Aifult CiAicarfon ^cf oi Tittt lit. P,L. 9h2}0. tm^M) 
— ' INSTaUCT(0«(S 
TM ^Miclf«t |Mr|^« of IM r«|wn U U allow itaM u oialta 
Wtt«f yM. for pUnolfif puffoooo. of lafocfuottoii tmmd t« Iho 
f;%o toblto. THo ro^oH hoo 04nr«H»l olHof ^potor ot IHO fm4* 
tr«l lovot. It oonroo tlio Qfflco of S^ucotton by provltfiim • 
oton4ora«#o4 4olo«colSocUoii fofoiot for «oo by oil Sioloo. Tlio 
coUoetotf imivfrn^um io m«4 to imMIoIi rop«jfto oii4 fpm»4 to 
A^.tirioo. Moro tmpo ftmiy. tho foport to itoo4 oo o proffM 
tool for tho Offtco of Emotion lo oooooo tho Impoct of o4«U 
oattCoUon at tuo ftolo* Kofttx^l NoUonol^volo, S«cb 
mfomiotjoii pfovidco o booio for ctMnfoo in Notaonol poUcy. ro« 
4if04t4ofi of r«oo«feoo» oM provioion of vottovo fonoo of oooi«« 
tofico to ttotoo. 



to 



ITATt 



O.M,«, HO. tNMOfM 



OATt or HCMMT 



TM firtt toblo lo eo<i«omo4 with vorloao ch^roctortouco of tho 
popttUUofi ••rvod« tho oocofid tobto wuh inotnictioftol lovolo 

poftlclpoAt oopotouono* tho fkU4 Ubio with ouotbor of p«f 
UClpooto by locotiOA of cUo««o oa4 noiobor of 4oy or4 ovonlnt 
cKoooo by locotiow. tho fwth toblo f fUtod to otofflftjt 



potumo of p«t4 itoto Ofi4 locol pOfoonnol oii4 tho omo«mi of 
procr«M^lotod tMUOng tii which thoy oro s«nieipotmc< Tho 
UM toblo 10 Co«(Como4 With loipMt of tho odalt o4wcouo« pto* 
|voa« 

Tho now oUcMhcuU of 4«to In QiO toblo pMUt tho Stoto A4ml«* 
iotroiof to look ot tho ovoroll porfomoiioo of tho Slofo pn9i|ro«i. 
Pof thio rvpoft to bo ol OkOiiwuM volwo to both Stoto ood Tod* 
orol procrom offictoio U it bottof thot flfafoo which Ofo con* 
oidorod ufvoliobto not bo includod in tho roport. SoiMdnooo 
doto 10 pfofofTod ovor t«tol eooiplotieii of tho toport, fHhoro no 

fOliObio OfO OVOlloblo, fhO OPP«»^«f« ^I^COO III IhO 

ftf^liiij loMoo •h0tfl4 bo imotf mfOtfd^> 

To mobo tho boot foooiblo »to f thIo lfifofnitttlo« oto« tho 
Stoto AdmiiUotmtor should ttpm tiMOly occ«foto ro- 
pottloc of dots frooi locol |«rto4lcUoii». For Po4orol pufpoooo, 
o olfiiod ofl^tfiol OAd four coploo of Iho ropoft ahoutd rooch tho 

HEW Horjowl <yfi€o no lotof thou Soptombor U 
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IttiTHMCTtOMAL 
LCVCL 



2, tft tefmcdt»t# (5^(t) 
J. Advanced (7->31i 



TOTAL 



^ AR T A'iiy MS Ig^P.^^^ T I CI P AH TS 



MUMtca M0UC9 

AT CACN LmvCL 



JiL 



MbiiiK coM^Lcrco 

CAeH LCVCL 



MUMSCR SC^AMATCO 
mOM CACN LCVCL 



CUttouoV^Af Id eoiM) 



ERiC 



1. To take • job (Uninfiloyd whmi ^t—d 
progtBm) 




8. Dccouoo of child cofo problomo 






9. Oecouoo of fAmlly problomo 




2, To toko 0 bottof Job (Eatplpyd irhoii 




10. DecAuoe of timo clooo/pro^om lo 

•cheduUd 

M.t^r ether known rcAoonft^ 4» 




3, To ontrr Another tromiflf prosrom 

4. M*t ptrooAA! objectivo 




— HftttryH --^^^ -H 

\2 fot unknown reooont 




9. For Uck ol tntereot 
A. Oecouoe of hootth problomo 




11. TOTAL 
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TRB LE I- Reports the populations that is being served by adult education 
blisses in the State with Federal, State or 1oc£lL funds under P,L. 
91-230. It should include participants fron other Federal programs such 
as Mar^jower and WIN for \*Kin any direcrt services are being provided at 
clearly additional cost to the program (e.g., v*ien an influx of 40 VT:n 
participants would neoessitatft operating 2 or 3 extra classes) • Every 
participant that oorapleted 12 or more hours of instnaction during the 
fiscal year July 1 through Jvme 30 should be included in this table, 

A participant's age is to be rqx>rted as age at time of first class 
attended during the fiscal year. 

The total nuttoer of adult education! participants reported in Table I 
Line 7. of Total Cnlum fp) should agree exactly with the total figure 
reported in Table 2, Part A, Line 4, CJoluim (b) . 

TMOLE 2-Ocnfcines innportant data on starting levels , oonpleticins, and 

separations. As with Table 1, only participants viio attended 12 or more 

hours of instruction during the fisral year should be reported. The 

total figure reported in Table 2, Part A, Line 4, Ctolunn (b) should 

agree exac±ly with the total reported in Table 1 Line 7, of Total Column (p) . 

Students v*k) left the program during the fiscal year because they completed 
the intermediate or advanced levels should not be oounted as separations, 
but as oonpletions. Count separations one time only. For exain)le, a 
fenale v*io separates because she has a baby-sitting problem may be said 
to have a fanuly problem. However, it is more accurate and useful to 
report her separation once under "child care problems." 

Reasons for 8Q>arations have been delineated to show "positive*' type 
reasons indicating oertain program acocnplishraiQnts, as well as problem- 
related reasons ^Aiich may be amenable to State and/or Federal influence. 
For exanple, if health problems show up significantly in a given state 
as a reascn for separations, the State adtninistrator mic^t encourage 
curriculun on perscx^al health care, hygience, and nutrition. The total 
figure reported in Table 2, Part A, Line A, Column (e) should agree 
exactly with the total reported in Part B, Item 14, 

TJntil such time as special definitions have been developed for measurinq 
adult performanoe levels , "Beginning" level (to conform with census 
data) is equivalent to Grade 1-4. "Intermediate" is equivalent to 
Grades 5-8 "Advanced*' is equivalent to Grades 9-12. 
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TARLg 3. NUMBER OF fiARTICIPAHTS AWO MUmBIiR OF DAYTiMg AND evgWIHG ClASsis BY TY?£ OF UOCAT>ON 



LOCATION OF Classes 

(•) 



SCHOOL DUILDISG: 
1. Elcm^nHry ^Junior 



NUMBER Of 
PARTICIPANTS 

(t) 



NUMdCR OF 
OATTIMe CLASSCS 



tVCNING CLASSES 



h, Sccondarv 



C. COMMUWITT COiLECE (JUHIOli ColU 
TechntcaHnatttute ^ ETC,} 



2. Leirning Center 

3. Correctional Inttitution 



4. Hospital 



5. Work Sue 



6. Other Locatione (lHCLUOt«fO H-VH, CodJ 



7. 



TOTAL 



TAi.LE-1. NUMBER OF PA!0 PERSONNEL, BY LOCATION AND TYPE OF EMPLOYMENT, AND BY A.OMNT 1 a..l?!li.G" 

FOR ADULT EDUCATION POSITION 
(NOTE:: Specify th% vsfiou% hnrtut^M or mtfftode used in eacft of the cmtmgotf9. U9S « eep^rstm sAeef of psper and sttsch.) 



O^CAMirATlOMAL P»LACCMCMT 
AND TYPE OF JOB PERFORMCO 



1. Stu e^lEVEL iOHlhf STRATI VS 4 
Supervieory pereonnet 



2, Local Admlntstretive and 
Supervisory Peraonnat 



TOTAL 
NUMBER OF 
PERSONNEL 



NUMBER OF 

FULL-TIME 
PERS^yEL 



PAID AOUUT EDUCATION PERSONNEL 



AMOUNT OF ST^TE ANO/OR LOCAL TRAINING f/rt c/oclr hec^*) 



NUMBER TAKING 
HOURS 



NUMBER TAKtNG 
HOURS 



41 OR MO<lf fsRS. 



NO HOur.s 



3, Local Teaehera 



4, Local Counaalora 



5. Local paraprofaaaionala 



fi. TOTAL 



TABLE S. STATE ADULT EDUCATION PROGRAM IMPACT DATA 



PEPSONS WMO- 


NUMBER 
OF PERSONS 


PERSONS WHO- 


NUMBER 
OP PERSONS 


1« Are enrolled in an urban ABE Program 
(Community popufetion over 100,000) 




n. Enrolled in other education/training prot^rj-rT 


1 


2. Are enrotlati in a rural ABE PrOf^ram 
(Community populetion under 2,500) 




^iLmpioyee tfe^rc^opmenf. 'gcWOTTy^CtCC, 
yWtOft COLLEGE, FOUR-YEAR COLLECC, 
bunir\e»st or technical in:^tttutet corre ypon* 
drnce, other Federal, State or local mf«npou'f»r 
prof^ram ea m reault of experience m proi^rAtn) 


3. Are enrolled in pro-am who are employed 




4, Are enrolled in program who are unemployed 




12, WerB rB?novBd from public aitiatance rolls 




5, Ar^ enroMed tn program who are receivini^ 
public ansiatanca 




13. Obtained jobs as a result of experience j 
gained in program j 


6. Are on waiting llata to enter program 




I' Changed to or were upgraded to a better 'ob ! 
aa a result of experience in program | 


7, Achieved eighth grade diploma through 
progr;im 




1 5. Regiatered to vote for the first lime j 




8. Enrolled m htph school dtp!oma proi^am 
after «.ompletirtg ADE Program 




16. Received U.S. citizenship [ 


9. pMs^ed general education development 

»est 




17. Received driver's license i 

t 




!0.. Gfrf*uated from high school after starting 




18. Rf'ceivpd training in completing income [ 
l^x forms 1 


- STAT' C...tv- OH frrP«> (SlONAru <C OF STATE 0IP'-CT0« 

1 


1^5 



I^H^^a-Shcws vAiere participants attended classes and the nurtoer of day 
and evening classes Dy type of classroom location, l^s with Table 1 and 
CQI^ ^ ft>) of Table 2, the State should report on every participant that 
oaipleted 12 or nore hours of instriKrtion during the fiscal year 

•'School aiildijng can be either public or private. For ourposes of this 
report^ junior high buildings should be classified as eleinentary. 

learning centers/' for purposes of the adult educaticxi program and this 
report are adult instrcurtional settings featurii>g (1) extensive use 
of prograniTBd instruction, (2) flexible participant sdieduling and attendance, 

(3) being open for extended periods of time and on a daily basis, e g. , 
9:00 a.m. tx> 5:00 p.m. In cases where learning centers are found in any 
of the other types of locations listed participants should be counted 
as attending learning centers not the other types. 

"Correctional Instituticais" can be Federal, State or local and include 
youth offenders as vjell as adults. Inmates are the only ones to be 
included in this category. 

•Hospitals" can be Federal, State or local; mantel institutions are 
included Hospitel in patiente and out patients are the only ones to be 
included in this category. 

Work sites can be public or private, as long as they are operating 
plaoes of enploymsnt for the participante. If hospital or correctiaial 
enployees are trained at their respective jcb locations, they viould be 
counted under the "work site" category. 

All otherlocat ions'" vould include those that do not fit into one of 
the above categories. Churxdi and storefront locations are among those 
that would generally fall into this category. 

TABLE 4-Requires date on nutters of personnel and their f ull- tiine 
equivalence for five different personnel categories. It also provides 
for indication of the amount of Stete and/or local pre^-servioe or in 
service adtdt education program-^related training received by naid 
personnel during the fiscal year. 

In Column (b) count cffie time OTly each efiployee being paid out of 
Federal Stete, or local adult education funds. Each enployee should 
be placed in the personnel category v^ere he does rrost of his work. 
|j Administrative and Supervisory personnel" includes teacher trainers. 
"Paraprofessianals*' includes teacher/classroon aides. 

Equivalent Nuriber of Full-time Personnel, Column (c) , should be steted 
according to a formula or method used in determining full- time orployment 
in each of the different job categories. 

•'State or Local Training" is not to include any" 309 (b) and (c) ' funded 
training It should include other training that is clear Iv related to 
the program effort urKier the personnel categories listed above. A clock 
hour refers to a period of instructicm of at least 50 minutes in length 
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TftHL E 5 -Provides far various iitpact information cxmceming the State adult 
eSication program. Supply accurate data if it is available on a State 
wide basis for ear/ of the listed items. 
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Part II ~ ^^arratlve 



t Instructlona for Part II - Narrative: Provide in narrative 

format descriptive Information explaining overall activities 
of the Adult Basic Education Program In the Comnunity durlnrr 
the fiscal vear. Please attach other narrative information 
considered to be appropriate • Use additional napes as neces- 
sary for any item. 



A« Describe any soedal, demonstration, research, and/or in- 
novative ABF practices, including the number of ABE stu- 
dents involved. 



Describe actual propTsm activities with cooperating public 
and nrlvate agencies » such as '^A, CAP, Headstart, VISTA, 
Work Study, Work Eicperlence, Vocational Education, Literacy 
Councils, private industry, churches, and unions. 
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PART II - NARRATIVE 

"Ihe narrative portion of the annual program report calls for you to 
describe briefly a nutter of the aspects of your program; special 
activities, ocxDperative programs, problems, materials, and suggesticais. 

Dqplanations needn't be lengthy, but should be concise and honest 
Deal accurately with the problems you have faced ^ and state ocmpletely 
the innovations you have pioneered. Suggestions should related not 
only to local progrartming, but state-wide organization, activity, and 
sij^port that you would like to see inproved 
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Narrative Continued 



Dttcriba tha major problena of tha ABE nrogramt audi aa 
claaaaa curtailed or cloac*^* apnreniMte nuaber of adulta 
on ABE waiting liata» teacher ahortagea^ ordblewa of match* 
ing fimda, maintenance of effort, recruiting, fadlitlea, 
organlaation, and ladt of auoport* 



Deacribe the inatructional materlala uaed in regular ABE 
claasea and In ^E elaaaea where orogrMmed Inatructlon 
nethoda were uaed. 




i::o 
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Narrative Continued 



E, Describe any suppestions you have for imorovlue the ABE 
program. 
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ANNUAL EXPENDITURE REPORT 



ANNUAL DCPENDITORE REPORT 
CF Form 3119 



The Annual E5q)enditure Report must be submitted to the State ABE 

Project Director no later than August!, 1974, as this information 

must be documented and forwarded to the U.S. Office of Education. Ttetain 

ONE oopv for vour files and forward OTE copy to: 

Miss Mary G. Bodanza, Project Director 
Adult Basic/Civic Education 
182 Tremont Street 
Bostai, MA 02111 

Do not use estirtiated figures as tliese will invalidat e actual data, 
wiiich must be in agreement with the overall totals on the Mbnthly State- 
n^t of Expenditure Forms. Unacceptable d a ta v^ll be ret urned for corrected 
adjustrients v^dch oould delay approval of FY 1975 TocaT Budge t requests . 
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ANNUAL EXPEJOrrURE REPOPT 

Part I-Report of E>q)enditures 
Secticxis A & B 

Part I, Sections A and B should be cxxipleted for both the ESTTIMATFI) and 
the 0CTOAL Expenditure Reports. Section C is required ONLY for the 
Actual Report, Uie Certification of Mciintenanoe of Effort in Section 
D is required ONLY for the Estiinated report. 

GENERAL - SBCTIC^JS A AND B 

T!he ooluron headings for Section A and B of this report are identical. 
Financial data are tc^) be reported in these oolums as follows: 

Col, 2, Totetls. These are the sums of QDlurms 3 through 7. 

Ool 3, local Administration. Ihis column is to cover all Local 

technical arKi si^rvisory expenditures under the State Plan. 

DO NOT include* in tiiis column amounts to be allocated for teadier 

trainii^ workshops, special projects, or research and dejroistration 

projects. 

Col. 4, Specicil Projects. Report here experKJitures for 5^)ecial 
Projects funded under Section 306 (a) (4) of the Adult Education 
Act, Itiese should NOT include expenditures for 5^pecial Project 
grants funded directly by the U.S. Office of Fducation ur^r 
Section 309 (c) of the act. 

Col. 6, Research or Demonstration. Report in this ooluwn e^qpenditures 
for research or Demonstration Projects funded under Section 
306 (a) (4) cf the Adult Fducation Act. These should WfC include 
e>q)enditures ^or Research or DaronFtration grants funded directlv 
by the U.D. Office of Education under ruction 309(b) of the act. 

Col. 7, Programs of Instruction. Thi" should include all expenditures 
aK>licable to Adult Lducation which am incurred by local educational 
agencies in conducting adult educat on clnsr*es. 

SBCTiai A 

This is a breakda'.Ti cf expenditures for AJalL Fnncation by source, i.e., the 
Federal sliare and tlu- State and local ^-.ic-l xn< s^-^ce. Data are to l'^^- 
identified as follcv^: 

Line 1. Expenditures chargeable to th^ State's Federal allotment 
for Mult Education. 

Lir^ 2. Expenditures from non-Federal sources for Adult Fducation. 

Line 3. Total Expenditures by Source-Sun of Lines larxJ 2. Ttie amts. 

shown on this line should equal the amounts shcv/n for Section b 
Line 10, of each respective oolism. 

SECTION B 

Tliis is a breakdown of expexxlLtures for Adult Education BY LINE ITI^. 
;^unts reported in tiiis Section should include DOTH the Federal AhD the 
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nanr Federal shares. 

Lij^ 1 through 8. Eligible oosts for these line itere are defined 

ijn Section 166,33 of the Federal ^tegulations. 

Line 4. Do not iJK:lude in the acrount shown on this line aiy 

escpenditures v^ch are reported on Line 6. (See Ctolumns 
6 and 7, Section C, of this Part^ for a breakdown of 
expenditures for '•Instructional Materials") 

Line 6. Itie anount shown in Oolum 2 should equal the amount shown 
for Part I, Section C, Line 3, C3ol. 2. 

Line 9. Indirect oosts, if any, are determined by the application 
of that rate has been n^fotiated between the DHBH 

Division of Grant Administration Policy and your State in 
acoMdanoe with DHBW borchure QA9C-6 dated March 1969- 
This rate may be obtained fron the office of your diief 
State officer. 



Line lo. 



•Dotal Expenditures by Line Item-Sum of Lines through 9. 
The amounts shown on this line should equ2d the amounts 
shewn for Section A, Line 3, each respective oolum. 
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ANNUAL EXPENDmJFE FEPOFT 
Part l-Sections C 6 D 
Part 2-Sections A & B 



SECTION C 

•Bus Secticn porovides a breakdown of Itotal E)q)enditures far instructional 
materials by type and by source of funding, Ihe anount sham on Liws 3^ 
ODlum 2, of this Section shcxild equal the anount shown for Part Section 
Line 6, ODlum 2. 

SBCnON D 

In aooordanoB with Section 166.41 of the Adult Education Act Rules and 
Regulations^ the Certification of Maintenaruje of Effort must be submitted 
annually PRIOR TO TI^i; RECEIPT OF ANY FTDERAL FUNDS UNCER THIS PROGR?^!. Tliis 
certification MUST i>\ signed by the diief State sd>ool officer. 

PART II-FINRNCIAL STKTFMHNT OF RECEIPTS, EXPEMDITORES, AND 
a MiANCES OF FEDERAL FUH)P 

SECTION A 

Adjustments to previously submitted Ex|«^ture Reports should be shown 
here. Amounts of adjustments should be identified by fiscal year and by 
Conmon Account No. 

NOTE: The Coranfcn Account No. for fisced year 1968 
and subsequent fiscad years is shown on the Notification 
of Grant Award. For prior years, the proper identification 
is as follows: 

FY 1965 CAN 72760541 
FY 1966 CAN 72770541 
FY 1967 CAN 72210541 

SECTION B 

Line 1. Enter on this line the amount of unobligated Federal allotsrent 
under the Adult Education Act for the previous fiscal year. ALL fiends 
carried forward from the federal allotm^t for the previous year MU55T 
BE EXPEN3ED before any ejqjcnditure can be made against the Federal allotment 
for the current fiscal year . The amount of unobligated Federal funds 
reported here should be the same as the anount reported on Line 1 (b) , 
Colum 2, Section A of Part I. 

Line 2, Ehter on this lir^ the amount of the Federal Allotment for the 
current fiscal year. 

Lix>e 3. Md Line 1 and Line 2. 

er|c i:.7 
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Line 4. Ehter on this line the Federal share of expenditure (actual 
disbursenents and unliquidated obligation chargeable to the current 
fiscstL year. This amount should equal the amount shown for Part I, 
section Line 1, Soclunon 2. 

Line 5. Deduct Line 4 from Line 3. Uiis amount cannot be more than the 
Federal allotment for the current fiscal year (Line 2) . 
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SAMPLE FORMS 



Follcwing are sane exanples of how to fill out various forms for 
a typical , part-tijne program in Midtown, Massachusetts. Not all forms 
are ii>cluded in the sample, but those that it seemed could benefit fron 
illustration have been included. 
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Addendum IV ^^g^ 



THE COMbWNWEALTH OF M.\SSACHU SETTS 
DEPARTMENT OF EDUCATION 
DIVISION OF CURRICULUM AND INSTRUCTION 
BUREAU OF ADULT SERVICES 



Adult Basic Education 



February, 19 7 



TITLE III FEDERAL FUNDS-ADULT EDUCATION ACT 
PUBLIC LAW 91-230 



ADULT BASIC EDUCATION PROGRAM: 



CITY/TOWN 



The total amount of Title III Adult Basic Education Federal funds under 
this Project not to exceed the same amount funded the previous fiscal 
year unless previously requested and authorized by the State Office. 

Amount FY 197^ O ^QO Amount Requested for FY 19 77 /tid66 



SIGNATURE 



Superintendent of Schools 



DATE 



SIGNATURE 



Adult Basic Education Program Director 



DATE 
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APPLICATION FOR ADUIT BASIC EUUCATIO!< PROGRAM 
TITLE 111 
Adult. I'.duc Jt loii Act ( I'.L. 91-2 50 ) 

1. Title Of Prograr. /ftiiTOUiN, Jjiii^Ajr ^<r^^ f^^f^^j^^^ 

2. Name of School District M TATKum^ ^APNiAL f^TKlfrCT 



i. Person in Charge of Program jj , ^ 



Title (coordinator, supervisor or director) Dt^^^J^^ 

Business Address fj "Uf^ ^T. Telephone y>?^^/^!7 

Home Address 7f .C^ Telephone Jl^.^ yp 

Application submitted by: 

Signature ^ £itfAS 

Date Submitted _£gJL ^LSjt^ 



5, Federal Congressional District ^ 



State Senatorial District ^ 
Representative District ^ ^ 



FOR DEPARl^MENT OF K DUCATION USE ONLY 

Date Received Reviewed on Merit of Performance 

' ~ Recommended for Funding: YES NO 

Approved By 



^i'ector ABE Project Director 

Bureau of Adult Services 

Total Project Cost Federal and Local Funds $ 
Amount Carried from Previous Fiscal Year % 



(100%) 



Amount Funded under Title III, ABE $ ( 

Local Share ^ ^ 

COST PER INSTRUCTIONAL HOUR PER STUDENT $ 

(Amount of funding 7" number of actual instructional hours all students 
spent in class X number of students attending the Program) 
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STATEMENT OF CERTIFICATION 



VE HEREBY CERTIFY THAT:: 



1.. To the best of our knowledge and belief* the application made herein ib 
in accordance with the Terms of the Massachusetts State Plan for P .L. 
d9~75Q, Title III, 1966. 

2. Participation in the M*i.ssachui?Gtts Plan for Adult Basic Education was 
authorized by vote' of the school connnittee of: 

/ItataujiJ, Ma^ahHu^s on AfitJi J, fU6 

City, Town or Regional District Date 

i. The Assurance of Compliance with Title VI of the Civil Rights Act dated 
/^^ K 9 applies to the application submitted herewith. 
Month, Day, Year 

4. For every $7.50 of Federal monies expended for Adult Basic Education, 
the f^JimtM^ SiU^U ^TkrTAftr win expend $2.50 as the local 

City, Town or Regional School 

5. All other applicable local rules and regulations and pertinent state 
statutes and regulations governing the expenditure of funds will be ob- 
served . 

6. To the best of our knowledge and belief, none of the items for which 
approval is requested will originate in or be exported from a Communist 
country. 



>ls 



Superintendent v.i Schoo] 

Signature 



Date 



1S2L 



Chairman of School Committee ^^^^{/ry ^iA^^^ 

Date >^ /9 76 
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PROGRAM DESCRIPTION 



165., 



ERIC 



1 Program Timetable ; 

a. Beginning date (for classes) ^ J 

b. Projected enrollment /S'O 



c. Number of instructional hours iSS^O 

d. Number of sessions per week - Learning Center • • • . * 

e. Number of sessions per week - Part-time Program . . • c?6 

f. Total number of weeks (30 weeks minimum) SO 

g. Total niunber of sessions (40 sessions minimum), • • • 9C6 

h. Closing Date 



2, Description S t udent Population : 

a. Size of the target population (ABE) in your city or town: 

(Refer to CAMPS reports or community monographs Massachusetts De- 
partment of Commerce) 
1970 Census of Population - Massachusetts 

U.S. Department of Commerce/Bureau of the Census ^6 1 



b. Description of the target population you have recruited: 

Adults functioning at the fourth grade level or below 

Adults functioning above the fourth grade and through 

the eighth grade level ^ Q ^ 

Adults functioning above the eighth grade level and 

through the twelfth grade level or its equivalency SQ 

L. Methods of student recruitment (community and neighborhood recruiters, 
radio, fliers, etc. ) : 

io6l^y, X\i p^i^i ioa^ StAyitf *-^^^S. 



143 



166; 



3. Description of instructional practices (individualized and group 
instructionst use of learning machinest etcO^ . 



4. Explanation of coordinition with local community agencies 
(CAP, MDTA, WIN, MODEL CITIES, N.Y.C., etc.): 

A minimum of three (3) Letters of Intent from cooperating agencies 
indicating a willingne ;8 to cooperate in student recruitment and 
referral from communit ' agencies and/or organizations. (Kindly 
attach Proposal Application) 
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City /Town 



School System 
167. 



PROGRAM CRITERIA 
ADV^T BASIC EDUCATION TITLE III 
ADULT EDUCATION ACT 



First priority shall be given to those students fui ctioning at the tourth 
grade level or belov t and second priority fs to be given to students func- 
tioning above the fourth and through the eighth grade level . Third priority 
will be given to persons functioning above the eighth grade level and 
through the twelfth grade level or its equivalency. 

Indicate which priority you have recruited in your area as meeting the 
most need. How many sttdents will comprise this group, approximately? 



.1 . ..7i 



What special method in reaching reading are you preparing to use? 

/^^ff WfUfr^il^^^ Special materials: 

Special procedures: 



What procedures for evaluation will be used? 



Describe Guidance and Testing Service to be provided: 

f^ittki^ Proposed tests to be used: 

— J 



Names of member of Local Advisory Committee: ^ Jj^ jpj^ 4o^^% ^cJi 1 



Schedule of Advisory Conmittee Meetings: Jto^^Ay ^<^y&tpf if^jyL^ . 



Upon advance notice. State personnel will be glad to meet with Local Advlsorv 
Committees. 
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KXPENDITl'RES BUDGET 



City/Town t^TtT^un* 



0 P RSOHNEI. SEHVICLS 

M.ke certain that Sect m 1.0 Personnel Services is ^<^'»l'i«ted as in the 
" .UowluR extmph : (N- . OF HOURS X RATE PER HOUR X NO. EMPLOYED = TOTAL 
OST) 100 hrs. X $10 0 per hr. X 1 $1,000 



d Adminlatrdt ive: 

(Pro-rated ^.ilatiu Ui.t under part-time 
with syin>nl p.K. 



MATCHING SHARE 



:4r- 



\, Co unse l ipJS '• 



t Teachers: 



Full Tine $ 

Part-time $ 
Pull TlJne $ 



f,; Clerical : 
• Cngtodialj 



Full Time $ 

Part-time $ 

Full Time $ 

Part -I ime $ 

Full Time $ 

Part -tJme $ 

Full Time $ 



Feder«l_2£_X 

-.JOtfQ — 


local a^T X 































Part-time 
Full Time $ 

























1 
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h. Other (Specify): 




Federal '}f'X 


Local It^l 




Part-time 


% 






Full Time 


% 






TOTAL 1.0 







2.0 NON-PERSONNEL 

I nstructional Materia, s-jUrdvare Only 

An Inventory of all Capital items purchased during this fiscal year mus 
le kept, both In the ocal school district and at the State ABE Office. 







Federal X 


Local % 


a. Audio-visual Equip aent: 








b. Office Equipment: 




$ 






TOTAL 2.0 


$ gaa 


c 



3.0 GUIDANCE, COUNSELING, TESTING 





Standardized Tests: 
(Include names of tests and Company 
purchased) 


$ 
















1. 


$ 








2. 


$ 






b. 


Interest Blanks: 


$ 






c . 


Reference Books: 


$ 








TOTAL 3.0 


$ 


160 


0 



4.0 OTHER SERVICES AND SUPPLIES (SOFTWARE) 



ERIC 



a. Books and other instructional materials 
for adults 


$ 


7S-6 




b. A.B.E. Conferences and Workshops only 
(Advance request required from State 

ABE Off i( e 


$ 






C: Equipment Maintenance and Repair 


$ 
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e* Utilities-Out of school sites only 
f. Printed MateriaU 

Space Rental ( Oui n f ■•> n t l •Um 

ipjy) (Mnnapiihllr Imniiiig. Q 

TOTAL A.O 



Federal Z 


Local Z 



















ITEMIZATION OF TOTALS: 


1.0 


$ 




2^7^ 




2.0 


$ 








3.0 


$ 


/oo 


0 




4.0 


$ 






MONIES - GRAND TOTAL 




$ 







TOTAL PROGRAM COST FEDERAL AND LOCAL MONIES $ it^STtO 



****************** 



SUBMISSION OF APPLICATIONS 

rwo (2) copies of the completed application will be submitted to: 

Project Director 

Bureau of Adult Services 

Massachusetts Separtioent of Education 

178 Tremont Street 

Boston, Massachusetts 02111 

One (1) copy should be forwarded to the Superintendent of schools. The 
applicant agency should keep one or iRore copies on file. 

D EADLINE FOR SUBMISSION 

Fiscal Year applications must be submitted by February 1. 
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oomnniEALTR of Massachusetts 

BEPARTWEHT OP EDUCATION 
BUREAU OF ADULT EDUCATION AHD EXTFMDEO SERVICES 
ADULT BASIC EmiCATION 



171 



FORM 91-230-A-5 (REVISED) 



lOimXY STATEMENT OF EXPENDITURES 
LOCAL DISTRICT MiOWwN 



PROGRAM TITLE MTaThfU^ A&£^ 



prOGRA-M # 



SECnOM I. BUDGET CONTROL 

Total Fed«r4a Fund* Approved FT 197 7 /dfOCti 



1. Personnel Secvlces 



\*y 

Approved Budget 
Categories 
FT 1973 


Actual 

Oirrent 
Month 


Kxnendltures 
Accuaiulatlve 
To Date 


Total ttiex- 
pended Balance 
To Date 




/fjrs.so 


3307. 00 


































f Column 1-3) 



2. Instruction Materials (hard- 
ware, of 'Ice equipment, only) 

3. Other Services and Supplies 
(software) 

Totals 

Grand Total Accumulative 

H.B. Ejtpenditures In budget categories In access of approved budgets will be assumed 
S Se loc" school system unless prior approval for the transfer within cate- 
gories has been authorized by this Office. 

SECnON 11. CASH CONTROL 

1) CASH ON HAND BECINNING OF MONT H iT^^.fb 

ADDITIONAL RECEIPTS THIS IIWTH O 

FEDERAL FUNDS AVAILABLE ^ 



2) 
3) 
4) 



LESS EXPENDITURES THIS MDWTH f ) 



SECnON II. NO. 1) 

List sny instructional equipment (hardware) purchased during the month at a cost of 

$100 or more: ^ a 

IID.A ^ - /<a^^ l^fMiAfiyj 



OFFICIAL SIGNATURE: J A/ C L ^ JJ\ 

City/Town Treasurer or Responsible Official flA — P r^rAfYl 

Program Director, Adult Basic Education _ 
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PROFESSIONAL STAFF. qWlFrCATION 

program I /2Z^r6 
Tltlf of Progrwi t^TOrtiiM t( At Mi hCtHf^ttZ 

Local tMttHct ^ jam tit t/ 

U/m^TA TuiKtfitit Phong m - iS iP 

street and nuMr^ city or toin zip code 

Business Address 

Educational Preparation: Undergraduate and Graduate 

IHSTITUTION SPECIALIZATION DEGREE YEAR 



MASSACHUSEHS TEACHING CERTIFICATE NO.; fpt^^k 

MoHcshop in Adult Basic Education: 

INSTITUTION YEAR MASS. A.B.E. CERTIFICATE RECEIVED 

^fjm a. r.£s ( ^ Noju 

Years Experience Teaching A.B.E. Progratn: S Whawe J^tT CThwlf 

Years Experience Teaching A.C.E. Progratn: Q Where 

Prosent Position in Program; TfJ^rHC^ ^Salary per hr. ^.a^ 

Specific Duties T^Ai^ftTU^ A.iE- £,LiS£i 



Elementary or Secondary Teaching or Administrative Experience; 



FOR OEPART>ENT OF EDUCATION USE ONLY: 

Approved • R ejected D ate 

^ Signe d .. Position 



EKIC : ISO 





OiviaiON or 
CuamcucuM ano Instnuction 



/i2^7Ztium^ Utiwt. .^ad/^ 02/// 
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ADULT BASIC EDUCAnW 
ANNUAL PROGRAM REPORT 
PISCAL YEAR 1972 



April 7, 1977 



Co>»mit7 MllSTaujN Date Aa^y 1^11 

Signature of Local A.B.E. Director /Y» 



Signature of Peraon Making Report 

Poaltlon 



Period Covered by A.B.E. Prograa: 

Pro « 9'/ . 
month 



2A. 



aontfi 



year 

-Z2- 



year 



This Raporc Is to be returned to the Department of Education 
no later than MAY 26, 1972 to: 

Mr. Robert Slnlcrope 

Senior Supervisor 

Adult Basic Education 

4th Floor 

182 Tremont Street 

Boston, Massachusetts 02111 
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TABU I 

NVMaW OF PARTlCIPAJiTS i\ .V»CK.^ StLtCTEO ETHNIC 
CROlf?S, Av£ AND iLX 





\» ■ 

<Och«c th«i\ 
Spa^l«^ Surn«ta<J) 


KECRO 


<Cub«iM. H^xlcAn- 
AoerlcAPa, Puerto Rtc4n«) 


american 
Indian 


ORICVTAL 


OTHER 


... . 
TOTAL 


1 


(a) 16 

TO 


HALE 




; 


/\ 
O 






' — 




ft 




(b) 24 


FCtALE 




2. 


J 
















2 


(•) 1% 

ih) 34 


HALE 


4 


1 


I 














9 


FEMALE 


}f 


; 


r 














*y 


3. 


U; 35 
TO 
(b) 44 


HALE 






4 


















17 i 
















2f 


4. 


(•) 4> 

TO 
(b) S4 


MALE 


/ 




7 














f/ 


FEMALE 


5 


r 


3 














'/ 


i. 


(«) 55 


MALE 


Z 


/ 


t 














S" 


TO 
fb) &4 


FQ!AL£ 


r 


/ 


3 














T 


6. 


'ai 65 

4 


MALE 


L 


2 


1 














r 


(b) 


rE3iALE 


/ 


/ 


1 


I 




i 










7.- 


TOTAX. 


«>6 


i7 


3? 


0 


o 


o 





TAALE I rcpoxts chc populjtloR that is bctot scnrsd by adult education cIms«s In the State with Federal, 
State or IcnsI tund& under P.L. 91-230.. It ahould toclude pertlclpanta ixam other Federal program such as Amu- 
power end Jlh for viou &ny dlr«rcc service* are being provided at clearly additional cose to the progras (e.g., whao 
ar. irflux o: 4t) WIN participants wouH oece&altate operating 2 or i «xcra classes). Every participant that co»- 
pieced 12 s.' oore hrurs of Instruction during the fiscal yeax July I-Juna 30 should be included In this tabla. 

A participants age is to be reported aa age at tl»e first clasa attaaded during the fiscal year. 

The tct4l .lucibcr of adult education participants reported in lloa 7, Colum 7 of TABLE I should agree exactly 
«.lt^ t^e toial fig«:re rep^Tt<J i'\ Lloe Coluao 1. Part of TABLE II,- 



PrtRTlClf.-Jfr ?KOCBLsS AN*J SEfASATICN DATA 
B/ iXSiat Cii^NAL LEVtL 
PARI A 



iSotR'JaiOKAL 

LEX EL 


KUHBER OF ?AkTlC!iA.1IS WHO... 

(l> (2> 


(3) 


^ ! 


STARTED AT EACH LEVEL ! STARTED AT EACh U.4kL 

1 A!JD COMPLETED TMAT LEVEL 


STARTED AT >^ LOUER LEVEL AND 
COKTLETED A BICNER LEVEL 


SEPARATED FROM | 
EACH LEVEL { 


I. P*Cl?IStK. 

1 2. r^Tgi^<EI/:AT£ 


—a — ^1 




— f — 1 






^ 


— ^ — 1 


4., TOTAL 












KUMBE?^ OF 
SEPARATIONS FOR 

EACH RFJ^SOS' 




\ 




1 
























1 i 
























11- 



pant4 wti-i .tttf-.<ied ii or --orf !..Mrs os 1;.«tr'i^tloi> dutlnt^ 
In" Line 4. C'.;iirr, I. P-t: A i* :ABL^ .1 •.h^uU exira> 

St Jcnts wh:; U': the prue.ra-a dut the f 1 /Cif be< i 
fKouX<i not be tomiirj sipjr .t '.ftnv.^ o Jt a« ci-mp lot . c./- 
»cp«ratir^ec:iuse she ». .» a b.*^.y'ilt:i.>k P'^.tjc;'^-!*); 'i'^J^i?,.!. 
aset-jl report Her se.-ir^t.- » atn unJ^r ^» lu> < ARL PROS. 

Reav ns for feparjit Ion. V w»» &e»r.i Uellaeat^J »o *hoM po^ 
•rnta, a* wcU a-. pT:>bl^--f lat.-* rfa»M»» wii-.-rh o. v be 
h-a"itn ptxjhirms aHt** tp 



CQU7 < orrlcul'i** on j.t.r»" 
pjr» A TAB'-L i; n ' 

'JnttI *ux:n ti»e 
* 0 lor.t »rTa with <.en». (U: i 
Is equivalent to grade* '*-U. 



u I it iy in a r.'vin ; tate a» « r 
'.tialth riri, U>,;Uii-.^ and n.tr 
, t ji n • 1 ' w5 ih : '>"^ •. tt il rr ^ 

. . ' »t to !-<** 



letioir.. end separations. .\3 with T^lLr I. culy partic - 
fiscal year should be r.portrd. The total figure repo; lc^ 
^iiU tut total reported in Lfa« 7, Colunn 7 of TABLF I. 
..e they c^.spleced the int«r»«dlate ot advanced levels, 
x.nt scpar^tlooB one tine only. For exsKplc. a fcaale v. > 
>: |)av^ a fMlly prublttt. How«ver. it ia «ore accurate aitd 

itlve" 

le to St _ 

r^utm for separations, the State Adainlatrator aiftht 
t*lon. Tha total figure reported in Line 4» Colusa A, 
. J in lt«a 14 of Part B. 



type rMtona indicatint certaltt ftugram accaaylifc 
State and/or Vaderal iafluraca. For exaaple. if 



i for acaAurl&g adult pcrfonuuice levels, "Bcgionlng'*^! /e 
l(.:«rm«aiata^' is aiq^alvalent to grsdea "Advanced** 
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TABU ill 
MlJMJJEIl OF PAAlIClPVNfS AMD 
KUMUER OF DAY-TIML AND EVtSlSC 
CUSSES BY Tift OK LOCAtloS 

1 TUTOTTOr 



177. 



LOCATIONS OF CLASSES 



SCHOOL 9UIU>U«C 



SCHOOL aClLDIMC 
2. SECONT)ARY 



SCHOOL dUILOISC 
COLLECE/JUNIOa COLL£CE/ 
3. TECHNICAL INSTITVTES 



PARTICIPAKTS 



60 



A. LEARNING CENTER 



5. CORHECtlOHAL INSTITUTIOM 



6. HOSflTAL 



7. WORK SITE 



ft. OTHER LOCATIONS 



DAY-TIMh CUSSES 



30 



KUHBL'R OF 
gVEWlWC ClASSbS, 



'-AftLE III -how. uh.r. p.rtlclpanc. atteodad claa»«« and tht ouobtr of day ard av.alog '^^"•••^^y ^ 
air^ location A. with TABLE I ^ CoW I of TABLE II the Stata ahouU i.porc on avary participant that 



ctlooal aattlAta 



7 ;:t.t^i-^:':c^ru:::"iLr/^'.nc.. 3, .... 

°" 'r'r»'" .,'I^";;..Uutton." c.n b. St.t. or loci »d l«lud. r."th off.nd.r. « -.U " -iult.., 

^■~.'tS3-c^^ge"Fr.e^;i"\lrt;'1r'lo^.n^L^»t't»cltutU,o. «. laclad.a. Bosplcl in-p.tl»t. ^ out- 
patl«J-.ts «« The only one. to bt included in '!?!■» '="**°I]'-„ oo,r.tio« pUc«. of mployMot for the p.rtlcip«nU. 

•Air.th'r'l^^luon^" -.old t„>.lad. tho.e that do not fit Into oo. of th. .bov. ct.„rl«. Church ^ 
Store: rcat locations are aoorg those that would geoerelly fall Into thU c«ta«ory,: 



TABLE IV 

WOmm Of PAID PERSOMNEL* BT LOCATIOH 
AND TTTE OF eMPLOTHQtT, AMD IT ANKirr OF 
TVAimilC FOR ADULT RDOCATIOW fOSmOR 



OftCMftZAnOHAL PLACOOMT 
m> TYPE OF JOB PEUOBICD 



1 . LOCAL AWftNlSllUTIVR & 
SUPFBVISORT PEK.*'OWfEL 

2. LOCia 

TEA CHERS 

"3., LOCAL 

COWSELOR S 

4 



LOCAL 
PARAFKFESSlOdALS 



TOTAL 







PAID A9IB.T BDBCATIOB PCiSMBIL 






(1) 


(2) 




(3) 








TOTAL BO. OP 


iQuivALnrr ro. 


Airarr of state mtd/or ukal TiAmiiic-n« clock ik>vr5; 




PERSOBHEL 


)F FCa TIME 


(a) 


(b> 


(c> 








TERSCMHtL 


BO. TAKIBC 


BO. TARIBC 


BO. TAnBC 41 


BO. TAKIRC 








1-16 fK>ims 


17-40 BOOTS 


OR MORP nOURS 


BO Boimr. 


















/ 




/ 










/<? 




6 




/ 


1 










^ . ■ 






















11 


Inr 


7 


1. 


/ 





TA&Z IV r«49uii%« data on nuaiiera of persoanci and their full tlae equivalence for five different personnel catefof 
la*. It alfro providM for lodl'-atloo of the aaoijnt of StnCe «id/or local pnaervlca adult education prof rw- related' 
training received hy paid poraoroel darfng t.v Il^r.J year. 

In Col tin r. count me tlw only each cupioycc heln^ paid out of Federal, State, or local adult education fi«id«. 
iach ei^Ioy r ahould W pTace'd n xhm paraoonel category vhcre h« doea aoat of hla work. "Atelniatrative and Supcrvlaory 
fyraoHnel" includes teacher tra^nera.^ **P«raprofeoaional8" Include* teacher/claearooa aldea.^ 

'*BqulvaXMBt BM4«r of Pull Tlaa NirsoentI,'* Crluan II. ahould be atated acoordlng to a formtla or aethod \jaed In 
deter«lnin{; full t lae u^lt.yiam: In <>ach of th<* different {nb catr«ories. In the ap.ice provided below* please specify 
the varlnua fonnilaa «r aethoda \mcd In each of the caCe|torlea 

"State or Local Training" .a not to Include my '*109(b) and (c)** ftnded training. It should include other training 
tikac la clearly related to tfm prograa effort ander the personnel catei^oriea Hated ifcove.. A "clock hour*' refera to 
a period of inatructlun o( at 1« Mt ^0 BlnMtea In length. 
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APPENDIX I 



ADULT 



EDUCATION 
PUBLICATIONS 



15S 
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ADULT EDUCATION PUBLICATIONS 



1) Mult Leadership 

10 issues/year $13.00 
Nicholas P» Mitchell, ed. 

Circulation address: Mult Education Association of the U.F.A. 

The Otis Building 
810 18th Stw N.W. 
Washinqton, D.C. 20006 



2) Mult Education 



4 issues/year $li.00 

Circulation address: Mult Education Association of the U.S.A. 

The Otis Buildinq 
810 18th St. , N.W. 
x^ashington, D.C. 20006 



3) Adult Education ^lagazine 



Annual. No cost. 

Circulation address: Youth Education Systems, Inc. 

1896 Westvgood Boulevard 

Los Angeles, California 90025 



4) Imiematiofi^^l Journal of Continuing Education and Train ing 

4 issues/year $25.00 
Phillip L. Sleeman, ed. 

Circulation address: Baywood Publishing Co., Inc. 

43 Central Drive 
Farmingdale, New York 1173[> 
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Ttie Mult Education Association in flassachusetts 

6 issues/year :fo charge to manbers. 
Molly Charter, eA. 

Circulation address: Mult Fducacion T^ssociation 

c/o Boston Public Library 
Copley Square 

BostOTi, ''tassadiusetts 02117 
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APPENDIX II 

ADULT 
EDUCATION 
ORGANIZATIONS 



158 



187 



ADULT EDUCATION ORGANIZATIONS 



.'JX-LT IDUGATIOII ASSOCIATION OF THE U.S.A. (AEA) 
Affiliated with the Cbimcil of National Organizations for 
Adult Fducation (CNOAE) 

Charles B. Wbodr Sxecutive Director 
Adult Education Association of the U.S.A. 
810-"18th Street, N.W. 
Washington, D.C. 20006 

(202) 347-9574 

ADULT EDUCATION ACTION OOUNCH. (AEAC) 

Alexander N. darters, President 
Adult Education Action Council 
Suite 1205 East 
4201 Cathedral Aven\:^, N.W. 
Washington, D.C. 20016 

(202) 244-6167 

ADULT SERVICES DIVISION (ASD) OF TIIE AMERICAN LIBRARY ASSOCIATION (ALA) 

Andrew* Hansen, Executive Secretary 

Adult Services Division, American Library T^sociation 

50 East Huron Street 

Chicago, Illinois 60611 

(312) 944-6780 Extension 293 

CHUBCH WOMEN UNITED (CWU) ADULT BASIC EDUCATIC^J CQMfCTTEE ,AND STAFF 
FOR VOLUNTEERS IN aM4]NnY SERVICES 

Mrs. Alice M. Leppert, ABE Program Specialist 
Church Wcren United* Adult Basic Fducation Ccmittee and 
Staff for Volunteers in Carmunity Service 

Itoon 812 

475 Riverside Drive 
New York, New York 10027 

(212) 870-2347 



ERLC 



159 



188 



COALITION OF ADULT EDUCATION OPGANIZATIC»JS (CABO) 

Fomerly Comuttee of Adult Education Organizations (Ad ft)c) , 1965 

Clarence H. Itotpson, President 

Cbalition of Adult Education Organizations 

University Cbllege-~Center for Continuing Education 

Drake University 

2700 University Avenue 

Des Moines, Icwa 50311 

(515) 271-2183 

COMMISSION OF PIXFESSORS OF ADULT EDUCATION (CPAE) 

A division of the Adult Education Association of the U.S.A. (AFA.) 

William S. Griffith, Chaiman 

Ccnnission of the Professors of Adult Education 

Department of Education 

University of Chicago 

5835 Kimbark Avenue 

Chicago, Illinois 60637 

(312) 753 3815 

COUNCIL OF NATiamL OI^ANIZATIONS FOR ADULT EDUCATION (QIO-AE) 
Mrs. Constance Burgess, President 

Council of National Organizations for Adult Education 
1225 Nineteenth Street, N.W. 
Washington, D.C. 20036 

(202) 296-7297 

DIVISI08M OF ADULT EDUCATION SERVICFS (DAES) OF THE NATIONAL 
EDUCATION ASSOCIATION (NEA) 

Robert A. Luke, Director 
Division of Adult Education Services 
National Education Association 
1201 Sixteenth Street, N.W. 
V7ashington, D.C. 20036 

(202) 833-5492 

iNsrrruTE of lut'ltime iPARrniNGdLL) 

Lawrence o. Carlson, TVssociate Dean 
Institute of Lifetime Learning 
Suite 601 

1346 Connecticut Avenue, N.W. 
Washington, D.C. 

Q (202) 332-7341 IGO 
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NATIO^Ii AC^JDEMY FOR ADIJLT JEWISH STODIES (NAAJS) 
Mult education am of the United ^aqogue of Merica 

Marvin S, vlener, Director 

National ^caderiy for Mult Jevd.sh Studies 

218 East 70th Street 

New York, ^Jew York 10021 

(212) 535--0790 

!IATIO!;?^L ASSOCIATION OF BLP^CK ADULT EDUCATORS (NABAE) 

Josef^i C. Paige, President 

Ernest A. Dow, Vice President and Executive Director 
National .^ssociaticai of Black Mult Educators 
Federal City College 
1424 K Street, N.W. 
Washington, D.C. 20005 

(202) 628-5951 

NATia>IAL ASSOCIATION FOR PUBLIC OCMriNUTNG AT© ADULT EDUCATION (NAPCAF) 
An Affiliate of the National Education Association (NEA) 

James R. Dor land, Executive Secretary 

National Association for Public Continuing and Adult 

Education 
1201 Sixteenth Street, N.VJ. 
Washington, D.C. 20036 

(202) 833-5486 

filiate of t!ie 'Jational J^issociatfoa ^or t>ahlic rontinuim .^n^^ ^-^il 



Ray :^Voii\^*; Presic'ont 

riassacl.usotts ;>^'^r>ciation To- T\iMic Cor ^.ir'.-'nc rr\vt ^incat:i-n 

Soringiicld, r^as.^ac' ,us--t.n '^11^3 
(413) 733 2132 



yiA£;sAaii:sETrF :\dui.t rxJC^-':io!i a^soctatiotj (^^^-r/^) 

^tolly Chr^rter v. 
.Adult r.^'Tcation Association 
c/o Boston PiibJic Library/ 
Copley f^are 

Boston • 'a? sach ■ ;sot ^ s 03117 
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RELATED PUBLIC 

AND 

PRIVATE ORGANIZATIONS 
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RELATED PUBLIC AND PRIVATE ORGANIZATIONS 



AMEJRICflN ASSOCIATION OF JUNIOR CSDLLEXffiS (AAJC) 

Bdhwnd J. Gleazer, Jr. Bcecutive Director 
American Association of Junior Colleges 
One Dupont Circle, N.W. 
Washington, D.C. 20036 



(202) 293-7050 



AJERICAN ASSOCIATION OF UNIVEE^nV (AAUW) 

Alice L. Beonan, General Director 
Ainerican Association of University Women 
2401 Virginia AveiJje, N.t^t. 
Washington, D*C. 20037 



(202) 338-4300 EJCtension-1 



AMEMCAN SOCIETY FOR TRAINING AND DEVELOEMETT, INC. (ASTD) 

James W. Pearson, Executive Director 
American Society for Training and Develoonent 
P.O. Box 5307 
517 N. Segoe Itoad 
Madison, Vlsconsin 53705 



(608) 238-9312 



AMERICA^J VOCATIONAL ASSOCIATION, INC. (AVA) 



Lowell A. Burkett, Executive Director 
Anferican Vocational Association, Inc. 
1510 H Street, N.W. 
Washington, D.C. 20005 



(202) 737-3722 



ASSOCIATION FOR FIEtD SERVICES IN TEACHER EDUCATIOM (AFSTE) 

?lrs. Lois Burdick, Secretary-Treasurer 
7\ssociatian for Field Services in Teacher Education 
Division of Extended Services 
Indiana State University 
Terre Haute, Indiana 47809 

EI^C ^^^2^ 232-6311 E>d:ension-721 



ASSCXIEMnCN OF UNIVE3«ITY EVENING CDLLEXSES (AUFC) 



Hcwell W. McGee, Executive Secretary 
Association of University Evening Oolleqes 
Mult Ainission and Records 
l^versity of Iklahonia 
1700 Asp Avenue 
Norman, Oklahona 73069 

(405) 325-1021 

B'NAI B'KCTO (BB) 

Rabbi Jay Kaufman, Executive Vioe President 
B'nai B'rith 

1640 Rhode Island Avenve, N.W. 
Washington, D.C. 20036 

(202) 393-5284 E?ctension-317 

CORPORATION FOR PUBLIC BROADCASTING (CPB) 

Have funding ties with the National Public ^dio (PR) , and 

the Public Broadcasting Service (PBS) 

Robert D. B. Carlisle 

Director of Educational Projects 

Oorporaticxi of Public Broadcasting 

1345 Aveniie of the ;^nericas 
New York, New York 10019 

(212) 582-2020 Extension-18 

:^Ana>iAL associatioj of eixxiatiosial broadcasting (NAEB) 
A division of Educational Television Stations (ETS) 

William G. Harley, President 
Jaines A. Felice, Secretary 

National Association of Educational Broadcasters 

1346 Connecticut Avenue, '^J.W. 
Washington, D.C. 20036 

(202) 667-6000 
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NATIONAL ASSOCDVTIQr: CF STXTE UNIVERSITIFS PND LAND GRANT COLLEGES 

Ralph K. Huitt, Exficutive Director 
Natioral Asscx:iaticn of State Universities 
Suite 710 

One Dupont Circle, N.W. 
Washington, D.C. 20036 

(202) 293-7120 

NATIONAL ASSOCIATION OP TRADE AND TECHNICAL 9CH00I£ (NATTS) 

William A. Goddard, Executive Director 

National Association of Trade and Technical Schools 

2021 L Street, N.W. 

Washii^gton, D.C. 20036 

(202) 296-8892 

NATIONAL COMflUNiry SCHOOL HXJCATION ASSOCIATION (NCSFA) 

Nicdc Pappadakis, Executive Secretary 
National Catmwnity School Education Association 
1017 Avon Street 
Flint, Michigan 48503 

(313) 238-1631 Extension-263 

NATIONAL COUNCIL CF CHURCHES (NCT) OP CHRIST IN THE U.S.A. 

R. H. Edwin Espy, General Secretary 

National Council of Churches of Qirist in the U.S.A. 

Rtxm 880 

475 Riverside Drive 
New York, !few York 10027 

(212) 870-2200 Extension-2141 

NATIONTVL OOUNOL ON CGfMJNITY SERVICES (NOGS) FCiR CnWCJNnY AND JUNIOR 
OQLLEXffS 

J. Kennet-h Cunmiskey, Ebcecutive Director 
National Council on Ccnnunity Services for Oomunity and 
Junior Colleges 



erIc 



One Dtpont Circle, N.W. 
Washington, D.C. 20036 

(202) 293-7050 EJctension-49 or 50 



NATIONAL COUNCIL ON JEWISH EDUCATION (NCJE) 

Part of American Association for Jewish Education ^ASJE) 

Zcdiren Slesinger, Executive Secretary 
National Council on Jewish Education 
101 Fifth Avenue 
New York, New York 10003 

(212) 675-5656 

NATIONAL EDUCATIONAL TELEVISION (NCT) 

Now a division of Educational Bsroadcasting CoporaticMi, New York 

Henry C. Alter, Director of Madia Servioes 

National Educational Television 

10 Oolutibus Circle 

New Yoric, New York 10019 

(212) 262-5740 

NATIONAL HOME STODY COUNCIL (NHSC) 

David A. Lodaniller, Executive Director 
National Heme Study Council 
1601 Eighteenth Street, N.W. 
Washington, D.C. 20009 

(202) 234-5100 

NATIOIAL PUBLIC RADIO (NPR) 

Financed by the Corporation for Public Broadcasting (CPB) 

Donald R. Quale, President 
National Pablic Radio 
888 Sixteenth Street, N.W. 
Washington, D.C. 20006 

(202) 833-1230 

r^AnONAL TRAINING lABORATORY (NIL) 

rNSTirUTE FOR APPLIED HHttVIORAL SCIENCE 

Associated with the : la tional Education Association (NEA) 



1G6 



107, 



Valdiinir A. Dipre, President 
N'ational Tradning Laboratory 
Institute for Applied Behavioral Sciencae 
1201 Sixteenth Street, :^.W. 
Washington, D.C. 20036 

(202) 833-4345 

NmOMAL UNIVE3«rrY EXTENSiai ASSOCIATiai (NUEA) 

Itobert J, Pitdiell, Executive Director 
National University Extension Association 
National Center for Higher Fducaticxi 
Suite 360 

One Dupont Circle, N.W. 
Washii^ton, D.C. 20036 

(202) 659-3220 

PUBLIC BRQADCASTIMG SEmCE (PBS) 

Financed ]y/ the Corporation for Public Eiroadcasting (CPB) 

Hartford Gunn, Jr., President 
Public Broadcasting Service 
955 L*Ehfant Plaza North, S.W. 
Washington, D.C. 20024 

(202) 484-9500 

SOCIEiy FOR PUBLIC HEALTH EDUCATORS, INC. (SOPHE) 
Affiliated with the Ix^temational Uhion for Health Educatim (Tl^lF) , 
through organizational membership in the Anerican National Council 
for Health Education of the Public, Inc. (Ai^JCHEP) 

Janes P. Lovegren, Atininistrativo Secretarv 
Society of Public Health BdiK3tors, Inc. 
T'oon 408 

655 Sutter Street 
^ San Francisco, California 94102 

(415) 673-7267 

lm:ted busi:iess sqiools association (L^BSA) 

Richard A. Fulton, Executive Director 
United Business Sdhools Association 
1730 M Street, N.W. 
Washington, D.C. 20036 

(202) 659-2460 
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APPENDIX IV 



SUGGESTED SAMPLE 
FORMS FOR LOCAL 
PROGRAM OPERATION 



Eirplpyee No. 

code No. 

INSTRIJCTC^S TIME AND ATTENnRNCE REPORT 



201. 



INSTPUCTOR CLASS 



MONTH 19 

AEORESS PHONE NUMBER 



DAY 


i 

! 


PRESENT 


NO. FBCEIVPC 
INSTFDCriON 


HOOPS OF 


RFMARKS 




M 


F 


H 




















































































































































































































































TOE 














1 



l^sqports are due in C3oordinatars' TOEAL BOORS QAIMFD 

office at end of eadi calendar 

month, Public Schcx>ls Adninistration SJOBOURE 

Building 

APPROVED 



1B9 
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CLASS RDSTEK 
Mult Basic Education 

INSTBUCTOR QUABTER 
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207. 



jonour BASIC edocstign 
Himjrim report 



strictly OQn£idmtiaI~>Becruiter Shoi^ Identlfioaticn— 
InfiogTOition for official use only. 



Name 
Age 



(Last Name) (First UamT 



Male 

Sex: genale' 



jtanual Salary 



Years of Schooling 



Will 

EtaroU in a Class: May 



Hill Not 



If Not-HBaaons: 



not lutexvsLOu. 
childreoHboby sitter 
health 



iraEk schedule 



Fhone No. 



City_ 



Marital Status: 
(Check Oob) 



Single 
BfarrieSr 



Not U^i^5^ 
With Sjxuse 



No. of Childtren living at dome 



Mootning 

Most Comenient Tine: Afternoon 

Evening 



lacks oGofidenoe 

already engaged in BSocation 

d oesn't aipear to need 

basic edtacation 

other reasons 



Should another call be made 
Additional ItafoKmation 



Yes 



No 



Ethnic Gtoqp^ 



Recruiter^ 
Date 
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STUDENT BIPOPMATION SHEPT 
ADULT BASIC EDUCATION 



NAME 



TEftCHER 



AODRESS 



telephcm: 



BIRTHDATE 



SEX 



PLACE OF BIRTH 

RACE U.S. CinZEN?_ 

MARITAL STATUS 



SCHOOL 



* DATE TO BEGIN 



* GRADE LEVEL PLACEMENT: 
* 

* I 



II 



GRADUATED 



* 
* 



Married Single Divoroid 



III 



HEAD OF HGtBEHOLD? Yes 



No 



TOWN & STATE WHERE ATTENDED SCHOOL LT'SV 

HIGHEST GRADE COMPLETED OCCUPATION 

EAMHiY INOCME: Hourly 

CHIIDREN 



YEAR 



EMPLOYER 



Weekly_ 



Yearly 



BIRTHDATE 



GRADE IN SCHOOL 



OTHER ADULTS IN HOME 



RELATIONSHIP OCCUPATION HIGHEST GRADE COMP. 



HCW DID YOU LEARN ABOUT A.B.E.? 
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217. 



mSUC BASIC HXKSVnON 

rmxt m mjur mm socgl 

HAIffi JMSB BIRCBDKIE 



Date Enrolls Data oC anpletion 



Hsn of !DB0t_ 

RBBuXts: 

HENDIN3 



RMding ^K)oabulaxy . 
Ruding OcRp^ahflMion 
Total nsarlinj 



AxlthnBtic iMaonli g 
Ibtal Aritimtic 



Mechanics of Ehgllfiii^ 
%)elling 2 
Dotal iMgwtjB " 



AVERAGE SOQBEs^ 
SifjtTviaar Date 
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TEACHERS WEEKLY TD1E REPORT 
Department of Vbcationaa and Adult Educaticai 
Instructor Week Ending, Saturda y 



Location 


Sxsbject 


Day 


Time 


Date 


Les- 
sen 
No, 


Date' 
Unit 
CLsd 


Total 
ESiroll 


NUtrber 
.Present 


No. 
Rrs. 


M ' P 


M 


F 
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225. 
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APPENDIX V 



SELF-EVALUATIVE 
INSTRUMENTS 
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229. 



A TEACHER'S SELF APPRAISAL 



ATf-DSPHERE FOR LEARNT^ 



Do I know the nanes of my students? 

Do ny stutents ej^jerienoe a feeling of being welocxoe? 

Is there a genuine feeling of oooperaticm betweoi teacher and stucSesit? 

Is the classroan attractive, well lic^ited and ocnfortable? 

Are the students properly grcK^sed sKXxsrding to learning levels? 

Do I keep cill of tte studaits busy all of the tine? 

Do I create an atxto^ahere that "We are qoing to learn something vrorth- 

while in class? 



IMRGC OF THE TEACHER 



An I interested in each individual studait's needs and responses? 
Do I speak clearly and distinctly? 
Is nty classrocn appearance pleasing? 
Do I sKiile? 

Do I earn the respect of iny students? 

Do I make learning an exciting experience? 

Am I on time for my classes? 

Do I radiate enthusiasm? 

Do I really enjcy teadiing adults? 

How do I endeavor to make myself a more effective teadier? 



TEACHT JG PHDCTDORES 



Do I prepare a detailed lesson plan for each lesson? 

Do I provide special lesscai matericLLs to meet individual learning 

differences? 

.\ri I versatile in the use of teaching device? (Flash cards, charts, etc.) 
Do I make full i:sse of instructional aids? {audio visual, prograired 

irateriaLLs) ? 

Is rnaginati^n exercised in developing lesson materials? 
Is there an element of surprise in every lesson? 



?Sr{CiOlOGi' OF .'^J>PRQACH 



Do I treat my stuaents as adu].ts? 

\<hat efforts do I niake to motivate the student *s learning? 

Is three-u'ay oomunication encouraged? (TteSMdier-student; studait-teacher; 

student -sfadent) 

Do I develop ari attituJe of supportiveness in the learning process? 
Do the students share in identifyir^ and developing goals? 
Do I utilize every opportunity to praise and oownend students? 



STfJDET^rr RETENTION 



;^t percentage of tho active enrollment is present at eadx .session? 

Wtiat percentage of students who originally registered is reflected in the 

present active enrollment? 

Do I know '-^y students have droippod out? 

Do I folia >/ 15) absentees? 

What devio2S do I use to stinulate attendance? 
^ . .JO 1 recog:iize and try to ^^^^^jg^ danger signals of potential drop-outs? 



230. 



CUKBPCTEPlffnCS CF A GOOD ADULT BASIC EDUCATION TEACHER 



* A good teacher of Basic Adult Fducaticxi develops a feeling of the 

individual's work and diqmity. 

* He provides the student with a rea5x>n to return to the ne)ct class. 

* He is fleadble, both in self and in the progrark. 

* He has the personal strength, justifiable ocDnfidenoe in his own 

abilities. 

* He should have the etoility to oonitunicate with students at the proper 

IfjVBls, as equcds. 

* He has interest in helping ptqpils to help theniselves. 

* He has respect for the pupils as individuals. 

* He should be available (open) for students' Questions. 

* He should reflect and/or spotli^t self-esteem of students. 

* His attire should be suitable, (Not extreme) 

* He is adaptable in classroom arrangatKits and personal relationships 

at varying degrees of adhievem^t. 

* Ills interest should be so apparent that it can be iirroediately 

reoognized by the students. 

* He is sensitive to and landerstands the individual needs of the 

students, intellectually, socially and emotionally. 

* He slK>uld reoognize the viorth of each individual student and be patient. 

* He learns to know^ the stucJents and learns their problems. 

* He should have knowledge of social agencies. 

* He should be capable of setting an easy classroom atmMqfrfiere. 

* He should be able to keep good records. 

Intellectually, a good A.B.E. teacher should have the ability to do the 
following things: 

* E^lain 

* Help the student define his goals (\*iicii includes a 

subjective and c*jective evaluatiXHi by the student) . 

* Be creative 

* Be original 

* Be resourceful 

* Exercise good judgment quickly 

* Be^lert 

* Aooept criticism 

* Give tests 

* Be understandir^ 

* Reoognize them as adults 

* Help students "save faoe" 

OtJier characteristics of the Adult Basic Educaticffi teacher are these: 



* Sociability 

* A sense of himor 

* Eiithusiasm 

* Salesmanship concerning the program 

* Patience 

* Self--oontrol 

* Eirpathy 

Q * Praise (as a reward) 
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A SELF CHBC3< FOR TEACHERS 



Have I sought to learn as much as possible 
about each adult in rry class? 

An I teaching because I reilly enjoy working 
with adult students rather/ than because I am 
most interested ixi the adtJed income? 

Do I plan the class work BBPORE conang to 
class? 

liave I recognized individual differences 
among the adults in ny class? 

Have I determined the particular needs of 
the students in iry class? 

An I patient viiai students are slow to learn? 

When I have ten or fifteen minutes left in a 
class period, do I use it for classwork 
rather than pass the time by entertaining 
the students? 

Im 1 teadiing the subjects that are needed 
in the particular level, or do I overlook 
some areas sane wedcs? 

Pia I chedcing on absentees? 

1 keeping good records? 

An I fair in ny division of time amcxig the groups 
in iry room? 

An I u^^ing the available materials to the 
best advantage? 

I preparing teacher-nade material for 
ny classes? 

An I using ocnitimity resources in my class? 

An I allowing those adults v#x> can ctaitribute 
toward the learning to take part? 

An I able to accept a criticism which an adult 
student might made? 

Do I give a great deal of individtial help — 
going to the student's desk? 

An I urging my students to tell others 
about the ABE Program? 
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SEIP-ANRLYSIS INSTEUMENT FOR PERSONNFl 
INVOLVED IN ADULT BASIC EDUCATION PROJECTS 



232. 



PURPOSE : Bie purpose of this instnanent is to help you take an objective 
look at your A.B.E. program by responding frankly to the items 
\^ch appear belc^. 

DESIGN ; The questions and statanents that you are asked to respond to 
below reflect many ocnoepts* Not all of these may be desirable 
or possible in this particular A.B.E. program. Therefore, 
please respond with the answer whidi you believe best fits the 
situation that exists here. Tt)B Visiting Tteasn—prior to its 
arrival--will be familiarized with a oaqpilation of the 
responses and reactions to this instrument by the entire local 
A.B.E. staff. Iheir discussions with you will be based on 
the correlation between the responses in this questionnaire 
and the observed prograam. 

DXFBCTKKS ; Responses to the items listed should be checked at the right 
Of tihe pagi in the ^pco pc i aite oolunn. If you wish to 
ooRinent on any of the items, there is spaoe provided at the 
end of eadi section. Please re^x»d to all items. 

CHECK ONE : / 7 iteacher / 7 Aide / 7 Counselor 



/ / Director / / Other (S^ify) 



PART A - GUMAIE FOR ADULT UEAFWING 

RESPONSES 

I DON*T 
YES 1^ LIMITED KNOW 

1. Rr/sical facilities are ocnifortable for 
adults and oonduciiaa to a student-oenterfcd 

program. 

2. Clusters of students arrive early arri 

stay late. 

3. Students are given a voice in shaping the 
curriculim and the future direction of 

this program. 

4. Planned approaches are used from time 
to time to get straightforward feed- 
back from stuctents as to how they feel 

about the pwcogram. 

5. Classroon climate is relaxed, friendly 

and nan- threatening. 
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RESPONSES 

I DON'T 
YES NO LIMITED KNW 



6. Appropriate diagnostic materials and 
techniques are being used to pinpoint 
the reading and math weaknesses of every 
adult learner • * 

7. Snvdents eire properly grox^^ed according tx> 
learning levels. 

8. Students are actively involved most of 
the time in the learning process. 

9. Are teaidier aides presently entployed in 
your classrocm (s)? 

10. Tfead^er aides are being tised to best 
advantage in your classroon (s) . 

11 An adequate variety of learning tools — 
both software and hardware — is being xased 
in the adult classrocms* 



12. Proper aqphasis is being given to the life- 
coping skills — consumer education, nutri- 
tion aiKi health informaticn, discussicsi of 
current issues, and ccmrunity services 
available « 

13. StuJents* birthdays, anniversaries, etc., 
are recognized and seasonal social 
functions are treated as an integral part 
of the program* 

14. Students are informed of civic and 
sdx»l activities which relate to them 
and their diildren* 



Con rosnts on 1-14 - Part A . Please indicate vMch item yon are oonnentinq 

on. 
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234. 



« 



t 



« 
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PART B - INTERNAL MA^g\GEMENT 

RESPC^SKS 

I DOr'T 

YES IXD LI^IITED K:0 ^ 

1. Ihe A.B.E, Tteam has fGnnulated clearly 
defined goals and objectives for this 
program, 

2. A master plari exists for identifying 
and recruiting tlie A.B.E. target 

population. 



3. There is aii intake interview before 
a new enrollee is assigned to a 
class. 



4. Records are kept in d separate folder for 
every student. 



5. There is a definite plan for ootbating 
student absenteeisn and encouraging 
than to strive toyard regular atterdanoe 



6. A ocxanunicaticn system is functioning 
"nere whidi enables the entire A.B.E. 
Team to air and resolve oonoems and 
problestis related to individusd students 
and/or the overall vvell-being of this 
program. 



7. A concerted effort is made to follow-up 
on dropouts to ascertain reasons for 
leavir^. 



8. Adult students enrolled here are reoeivirjq 
tlie ijxiidance and counseling services 
thiey need, _ 



9. Students who are iitpeded in their 
learning by jdiysical disabilities ^ 
einotiancil and personal problems, etc • , 
are identified and referred to agencies 
that are geared to help them. 



10. An adequate testii>g parogram is qperatirig 
to objectively measure the progress of 
every student, as well as the overall 
effectiveness of this A.D.E. Center. 
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236. 



RESPONSE S 

I DON'T 
YES lO LHOTED K!^JOW 



11. There is evidence of a well conceived 
administrative plan for managing the 
long-range direction and growth of this 
program, rather thar^ a day-to-day anu/or 
"crisis-to-crisis" operational procedure 



C crments on 1-11 - Part D . Please indicate which itesn you are cctnneiiLing 

on. 

# 



# 



# 
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PART C - OOtViJtUlY EWPLVFMEOT AIO LINKAGES WITH SUPPORTIVE AG ENCIES 

RFSPgsSES 
xES wO LrHTED 

1. Hiere is "grass roots" interest and si?3port 
for this A.B.E, (3entei as evidenced hy class 
visitation (s) Irr the Cuperintendent of 
Schools, School hoard Monfcer (s) , n«nber (s) 
of the Local Ac4v::.30r/ Ootirriittee and other 

key people frou iJie ocrmranity. 

2. An active Local A.B.E. Advisory Cornmittee 
has met during tlie current school year at 
periodic intervaj.s. 



3. A syncJirariized and on-going approach exists 
for gaining public visibility— via news 
releases, radio rjinounoenients , flyers, etc. 
for this program. 

4. Volunteer helpers frcxn the ocmnunity are 
DCM assisting at this A.B.E. Center, 

5. ahis^pcqgasam has received supplenentary hard 
cash during this school year from other 
sources, exclusi\^ of the funds received 
fron the State A.B.E. Office. 

6. Outside resource people — such as lawyers, 
nutritionists, local officials, etc.~ 
have been invited and appeared at your 
program during the school year for 
presentations and discussions relevant 
to your stiKfents. 



7. LinJcages have been estabLshed by this 
A.B.E. Center with other cogencies and pro- 
grams — for exanple, Diiplcynient Security 
Offioe, Manpower Training Programs, State 
and Ijocal Health and \felfare Agencies, etc 
that can provide si:?}portive services to your 
needi' students. 
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238. 



Oaranents on 1-7 - Part C . Please indicate vSiidi item you arc cxmenting 

on. 

# 



t 



# 
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239. 



^^J^l - PRtyESSICKAL DEVELOPMEOT RESPONSES 

YES NO LIMITED I DON'T 



1 Itiere is an on-going local in-servioe training 
program for the staff. 

2. I have participated in statewide workshops for 
A.B.E.-E.S.L. staff. 

3. I am a member of at least one professional 
Adult Bdxacation associatioi—sudi as NAPAC 
(Naticxial Association For Public Ccntinuting 
and Adult Educaticxi) , A.'::. A. (Adult Education 
Association) . 



4. I have attended a sunmer institute for teacherc 
and s\:?)ervisors of A.B.E. and E.S.L. 



5. Regular staff meetii>gs are held for A.B.E. staff 



6. I kncM the members of the Advisory Oarndttee 
and have attended sane of the meetings. 

7. I subscribe to at least one periodical vAiich 
deals mainly with Adult Education. 



8. Tlus A.B.E. Center is an institutional manber 

of a professional Adult Education Association 

9. I have observed other classes in A.B.E. and havci 
been observed myself — followed by discussion with 

tlie person (s) who observed me. 

Ca rments on 1-9 - Part D . Please indicate vAiich itcsn you are corroenting on. 

# 
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PART F. -STREMGTHS AND WEftKNESSES 

Please list below what you believe eure the five strongMt points or 
features of this A.B.E. prograni. 

(1) 



(2) 



(3) 



(4) 



(5) 



Pleeise list below v*iat ycu believe are the five a spects of your program 
vvhich need to be inproved, 

(1) 



(3) 



(4) 



(5) 



APPENDIX VI 



CURRICULAR MATERIALS 

FOR 
A. B. E. 
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Listed belcKfiT, alphabetically by publisher are a ranter of materials 
presently available for A.B.E, progrannujig. Please ranatter that this 
is by all means only a partial list a£id is in no way intended to include 
all of the A.B.E. niaterials available on today's market. Uie list v^s 
prepared merely as a guide for your convenienoe and does not necessarily 
inply ooroplete endorsanent of the listed naterials. All prices emoted 
bellow are sidbject to diange by the publishers without prior notice. 



PUBLISHER TTTLE PRICE 

ABTT ASSOCIKEES, INC. 
55 Wbeeler Street 
Cambridge, Massachusetts 
02138 

Games Fbr Learning - by Clark C. Abt 
Occasional Paper #7 $ •? 

ABINGDOIf PRESS 

201 Eighth Avenije, Soxith 

Nashville, Itennessee 

37202 

Helping People Learn English (revised) 2.50 
A Woricbook in Language Teaching 2.25 
(with special reference to English as a 

foreign language) 
Supplefitentary Lessons In Anerican English .50 

For Advanced Students 

ADULT LTTERACy PROGRAM 
294 Cedar Street 
New Haven, Connecticut 
06519 

Lessons for Literacy Classes n/c 

(1) Beginning level 

(2) Intermediate level 

(3) Advanced level 
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PUBLISHERS TITLE PRICF 

ALLIED EDUCATION COUNCIL 
P. O. Bcac 78 
Galien, Midiigan 
49113 



Trie Mott Baisxc Language Skills Program 




Series 300 Basic Niirjbers and Money 


$ 1.75 


300ABasic Language SSkills 


1.55 


iOOBBasic Language Skills 


1.75 


Tteachers ttenual 


2.00 


oeries ouu Teacners Manual 


2.00 


oOOA Basic Language Skills 


2.25 


600B Basic Language Skills 


2.25 


Series 900 Teachers Manual 


2.00 


900A Basic Language Skills 


1.95 


900B Basic Language Skills 


1.95 


Series 1500 TeacSiers Manual 


2.00 


Tteadiing Adults to !tead 


1.55 


Series 1300 A Head Start For Reading 


1.25 


Teac±iing Manual 


2.00 


Bcxjks (Reading Level Grades 1-3) 


1.40 to ) 


(Reading Level Grades 4-6) 


2.25 ) 


Career BducaticHi - Voc/Tech Series 


o 


Semi-Prograwmed Series (Basic Language Skills) 


Book 1 


1.40 


Book 2 


1.75 


Book 3 


1.95 


Student Woridx)ok for Sound and Structure 


1.75 


(Phonetics) 




Uhifon Cbd Book Series 




(Multi-Sensory Riglish, iscrorfAic 


Encxxlim) 


Placement Guide and Answer Sheet 


2.50 xxT 


Vford Attack Skills-Book 160 


1.75 * 


VJbrd Bank 


2.05 



AMERICAN EDtTATIO^ PUBLICATIONS 
Education Center 
Columbus, Griio 
43216 

Weekly Newspaper "You and Your Wbrld" 

(10 or more oopies-30 issues) 1.50 per student 

**Know About Drugs'* 

(mimiTium order is 10-1teacher's Guide free) .35 e.'^ch 
Taking A Stand )Sanie rea. as above 

Our Polluted Wbrld ) .35 each 

Amazing Adventures (Real Stories of Danger and 

Daring) .75 
Champions All (12 stories of Famous Sports 

Heroes) . 75 

AMERICAN INSTITUTES FOR RESEARCH LIBRARY 
710 Chatham Center 
Pittsburg, Pennsylvania 
15219 

Handbook of Procedures For The Oesiqn 

of Instruction 5,50 
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PUBLISHE3RS TrrLF ppia: 

AMSOO SC3»QL PUBLIG\TI(»JS, INC. 
Box 315 

Canal Street Station 
New York, New York 
10013 

Reviewing PreliminarY Mathesratics 

Review Guide $ 1.35 

Review Text 1.80 

Ninth Year Mathematics Review Guide 1.35 

Review Texts: 

Frendi First Year, ^)anish First Year ea. 1.25 

General Sciences 1.30 

Anerican History 1.55 

U.S. History 1.55 

Life Science 1.40 

Hnglish Language Arts 1.75 

(Wbrkbook Edition) 1.90 

Adventures With Words (Book 1) 1.35 

(Book 2) 1,40 

Essentials of English (Wbrkbook Edition) 1.70 

VJbrds At Work 1.30 

Jfere Powerful Reading 1.75 
Reading, filing ^ Vocabulary and Prontinciation- 

Books 1, 2, 3 1.35 

Books 1,*2, 3 Workbook Bditicxi . ? 

Action Stories of Yesterd^ and Today 1.35 

Stories Hiat Live {6th Grade Level) . ? 

Guide to T>^pewriting .95 

Ihe Scarlet Letter .70 

The Return of the Native .80 

Ehglish language Arts (Intermediate Level) 1.65 

Reading Ccnprehension (WoridxxDk and Tests) 1.25 

APPi^riaf<iNroRY oxfts 

Division of Meredith Corporation 
440 Park Avenue, South 
New York, New York 
10016 

Ifew Century Basic College English (Access Method) 

(Gcnplete Series) with achieveraent tests . ? 

Programred Vocabulary 

Effective Reading for College Students 

(A text workbook) . ? 

Progranroed Math Reviews (Series of 5 Books) . ? 

Basic Mathenatics (A Programned introduction) . ? 

Inproving Reeding Ability . ? 

Countdcwn to Successful Reading . ? 

ARIZONA STATE UNIVERSITY 
School of Education 
Tenpe, Arizona 
85281 

Mult Basic Eflucation Reading Institute . ? 

Author: John L. Edwards, Director 
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PUBLISHER TIT LE PRICE 

ARCO PUBLISHING OCMPMY, INC. 
219 Park Avenue, South 
ffew York, New York 
10003 

Preliminary Practice for the High School 
Equivalency Diplcma Test $ 4.00 

High Sdxx)l Equivalency Diploma Tests 4.00 
Beginning Office Vtorker 4.00 
Scoring High c»i Reading Tests 4.00 
Vocabulary, Spelling and Gramnar (Test 

Tutor) 2.00 
Preliitiinary Arithtietic for the High Sdiool 
Equivalency Diploma Test 3.00 
GED High School Bcruivalency Diploma Tests 

(Secondary Level) 4.00 
Learning to Use Our Language 2.50 
Triple Yoiir Reading Speed 3.00 
Practice for the Armed Fbroes Test 3.00 

BARNELL LOFT, LTD. 

Ill South Cfentre A^yenue 

Rockville Cfentre, New York 

11570 

Specific Skill Series each .89 

Working with Sounds Book A 
Ft)l lowing Directions Book B 
Getting Facts Book C 
Locating the Answer Bock D 
Using itie Context Book E 

Drawing Conclusions each .89 

Books B through F per 100 1.50 

i-^rksheets 

Getting Main Idea each .89 

Books B through E 

Worksheets per 100 1.50 

(Answer sheets for above) each ,10 
Picto-Cabulary Series 

(Series - 36 books only) 54.00 
They Gave Their Names (Etymology) . ? 

BARRON'S EDUCATIONAL SERItS, INC. 
113 Crossways Park Drive 
Woodbury, New York 
11797 

How to Prepare For Ihe High Schocjl Equivalency 

Examination 3.95 
IkM To Prepare For The High School Equivalency 

Examination Reading Interoretation 4.95 
Spelling Your Way To Success 1.25 
1001 Pitfalls in English Graamax 1.95 
High School Equivalency Examinations 
Social Studies, Science, Literature (Set of 3) 

10.00 

Gramnar, Usage, Spelling, Vocabulary and 
Mathematics . 

er|c 199 
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BEHAVIORAL RESEARCH LABORATORIES 
Ladera Professional Center 
Box 557 

Palo rd,to, California 
94300 

Programmed Reading Series I and II each $ 1,49 

Books 1 liiroxigh 8 

Teachers Mamial .99 

Ttests -49 
Prograimied Oon&uner Mathanatics per set 12.98 

Bocks 1 through 
Progranmed Inta^oduction to Merican Government 

Books - Vblune I and II eadi 3.67 

Prograontroed: U,S, ConstitutiCMi kit 3,81 

Teachers Maniials for above each .99 

Test Booklets for above each .49 

Basic Mathematics: A Problem Solvinq i^roach . ? 

Bocks 2 through 5 and Teachers Maniaal . ? 

First Aid by Johnson & Johnson 3.95 
CHANNINS L. BETE CQMPANy, INC. 
45 Federal Street 
Greenfield, Massachusetts 
01301 

Scriptographic Stutty Booklets each 1,00 
What Everyone Should Know About Law 

Scriptographic Fact Booklets each ,25 

The ABC's of Credit 
The ABC's of Hone Financing 
'The ABC's of Life Insurance 
About Baby Sitting 
Bona Fire Prevention Check List 
How To Buy A Hcroe 
Social Security And You 
32Ideas To Infprove Your Home 

What Everyone Shotild Itoow About Checking Accounts 
BOARD OF EDUCATIOJ - CITY OF NEW YORK 
110 Livingston Street 
Brooklyn, New York 
11200 

Teaching English as a New Langiaage To Adults 1.50 
Coriducting A Program Of Basic Education with 1.00 

Adults 

Resource Materials in Civil Education for 

Adult Elementary Classes .50 

BOOBS-MERRILL COMPANY 
4300 \'test 62nd Street 
Indianapolis, Inciana 
46200 

I Learn To Write .40 
Learn Manuscript T*itina 1.00 

BRONX CaWUNITY COLLEGE OF THE CITY UNIVERSITY 

OF NEW YORK 

120 East 184th Street 

Bronx^ Ifew York 

10468 

Reaching Out In the Bronx , ? 
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CALIFORNIA TEST BUREAU 
A Division of McGraw-Hill 
Del Monte Research Park 
Monterey, California 

93940 Lessons for Self- Instruction in Basic Skills $ 1.00 

Series CD Follcwing Directions 
Series C .Addition 
Series CD Punctuation 
Series EPG Reading Interpretation I 

Tests of ABE, Level E, Form I and Manual 5.00 
CAMBRIDGE BOOK COMPAIW 
483 Madison Avenue 
York, New York 
10022 

Arithmetic - ABI^ Series Books 1 through 4 1.91 eadi 

Basic Skills in Granrar .89 
Reading - ABE Series Books 1 through 4 1.43 each 

Rgading for OomprdTension - Bodes I and II 1.05 each 

Spelling 1.05 
Better and Faster Reading 1.72 
Increase Your Vocabulary - Books I and II . 89 each 

Matheratics, A Basic Course - Books I and II 1.91 each 

Wbrk-A-Ttext in English-Books I and II 1.91 each 

General Mathanatics Ability 2.35 
We Hold Itese Truths - U.S. Documentary 1.59 
Pre GED Program: 

Introduction To English 2.31 
Introduction To Arithmetic 2.36 
Introduction To Reading 2.36 
Teachers Guide 1.59 
GED Book Of Basic Science 3.74 
Economics For Today 2.23 

CAMBRIDGE AND SOMERVILLE LEGAL SERVICES, INC. 

235 Broadway at Windsor 

Carrfcridge, Mauss. 

02139 

BUYERS GUIDE TO TKS L\W 
Contracts and Consumer Frauds 1.00 each 

Creditor's Limtatlons and Helping Agencies 
(available 11-25 copies @.90 50-100 copies @70<J 
25-50 copies @.80 100-500 copies @60<J) 

CASCADE PACIFIC BOOKS 
5448 47th Street, S.W. 
Seattle ^Washington 
98100 

Beginning English For Men & Women Parts 1 & 2 1.41 each 
CEWTRE EDUCATIF ET CULTOREL, INC. 
8101 Boul 

Ifetrppo itain, Aniou 
r4antreal 5, Quebec 

Series 203 

English Conversation for Canadian Students 
Books 1 through 6 (through Table 100) 2.00 each 

English Conversation for Canadian Students 
WDrkbooks 1 through 4 (through Table 100) 1.20 each 
O Teachers Manual 1.00 
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CENTER FOR INPOBMATION ON PMEKLCA 

Washington, Connecticut 

06793 

GRASS RDUTES GUIDES Ml available 

Out State Legislatures as follows: 

Public Authorities 1- copies .35 eac±i 

Public Office at the Local Level 

10-49 copies .20 each 
Lciiying 50-249 copies .15 each 

The Fundamentals of Freedom 250-499 copies .12 each 
Conmunity Action Grwp subscript- 

The FAectoral College tions: 

The Citizen and Political Parties 10-49 1.25 per year 
The Rtployer-Eltployee Relationship 50 or niore 

1.15 per year 

Watchdogs of the National Eoonaw 
The Right Tto Vote 
Money in the Uhited States 
Oonsxmer's Primer on Money 

Corporations and Social Problems: T)»ihat's the Involvenent? 

Uie President's Camdssions 

Ttie 91st Congress and Its Ccninittees 

The 32nd Congress and Its Ccninittees 

U. S. Defense Ctmnitments 

Presidential Disability and Succession 
VITAL ISSUES 

Bad Rural Housing and Teacher's Guide 

Vocational Training and Iteacher's Guide 

Manpower Programs and Teacher's Guide 

Our Human Resources and Teacher's Guide 

How Ws Elect Our Presidents and Teacher's Guide 
COLLEGE ENTRAira: BOOK COMPANY 
104 Fifth Avenue 
New York, New York 
10011 

Vitalized General Science 1.00 
CCWLES EDUCATIONAL BOOKS, INC. 

Hew To Pass High School Equivalency Exan 3.55 
Interpretation of Reading Materials in: 

Social Studies 2.22 
Literary Materials 2.22 
Natural Sciences 2.22 
Guide to Careers and Professions 2.96 
Teacher's Guide to G.E.D. Program 1.50 
Preparation for G.E.D. 3.34 
Correctness and Effectiveness of Expression 2.22 
ARTHUR C. CRCFT PUBLICATIONS 
New London, Connecticut 
U6320 

A Day Vlith Hie Brcwn Family (Reader I) . ? 

Reading Placement (Hcne and Family Life Series) . ? 
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PUBLISHER T ITLF: 

THGMAS CRCWELL COMPAK^' 

(Ihe Institute of Modem Language?^^ Inc.) 

201 Park Avenue South 

New York, New York 

10003 

Crcwell Contemporary English Series: $ 

Oontenporary Spoken English I, II, III, IV, V 1.95 eadi 
Contarporary Peview I, II 1.95 OMch 

Pi?view r^ercises for English as a Second . : 

Language 

EWraHTERS CF THE AMERICAN RFVDLUTICN 
(National Society) 

Adnolnistration Bailding-1776 D Street, N.W. 

Washington, D.C. 

20006 

DAR Manual for Citizenship . ? 

DES MOINES AREA CCMMUNITY COLLEGE 
2006 Ankeny Boulevcird 
Ankenty, Icwa 
50021 

Your Volunteer Program 2.65 
DOUBLEIfty AND COMPANY, INC. 
GARDEN CITY 
NEW YORK, NEW YORK 
11530 

Mathematics Made Siirple 1.45 
How To Prepare for and Pass High School 

Equivalency Examination 1.95 

THE BCXMMY COMPANY 
5811 West Minnesota 
Indians^polis, Indiana 
46241 

Guidebook To Better Reading 1.47 
Teacher's Manual 1.47 
(Free with 6 or nore student's bodes) 

EDOCATiaSIAL CENTER 
2797 South 450 Vfest 
Bountiful, Utah 
84010 

TRI SERIES: 

l-tords with Three Syllables 
\'tords with Hiree Letters 

Words with Three Phonetic Units .60 each 

EDUCATIONAL DEVELOPMENTAL LABORATORIES 
P. 0. Box 356 
Brodkline, Massachusetts 
02146 

COoiHunications Skills Prograir 

(LeamiJKT 100) for Class of twenty-five 1,203.75 

EDOCATIOOAL SERVICES 
1702 K Street, N.W. 
W^shi Jigtai . D.C- 
20005 

Em^lish Is A Foreign Language (Teacher's Manual) .75 
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EDUCATia«\L SYSrae CXJRPORATION 
Suite 502 

1717 Massadiusetts Avenue, N,W. 

Washii>gtcari, D.C. 

20036 

Techniques On Reading Dissfcilitv $ . ? 

HXKATORS PUBIJSHING SERVICE, INC. 
75 Mriolton Street 
Caatoridqe, Massachusetts 
02138 

A Second Course in Phcmc ^^eadinq 

Book I 1.20 
Teaciier's Maniaad .60 
Book II .90 
Teacher's Manual .50 
Martin Mxaiey's Minute Mysteries 

Casebooks 1, 2, 3 .75 each 

ENCYCLOPEDIA BRTIANNICA PRESS 

425 N. Michigan Avenue 

Chicago, Illinois 

60611 

UMAC Progrartined Leamiiig Materials: 

Basic Mathenatics (each level) 2.40 
ENGLISH LANGUAGE SERVICE, E3C. 
550 Wilkins Court 
RDckville, Maryland 
20852 

Intensive Course in English 
Elenentary (Parts I and II) 2.75 each 

Teacher's Manual 2.75 
Intermediate (Volume I) 1.65 
Advanced 1 (Volume II) 1.65 
Advanced 2 (Volire III) 1.65 
Specialized Studies (Volume IV) 1.35 

Instructor* s Supplement .40 
Transformational Grammar: 

A Guide for Teachers 3.50 

FEAEON PUBLISHERS, INC. 
2165 Park Boulevard 
Palo Alto, California 
94306 

How To Meet Individual nifferencses In 

Teaching TVrithmetic 2.00 

Using Dollars and Sense 2 00 

J. G. FERGUSON PUBLISHING 00. 
6 N. Michigan Avenue 
Ciiicago, Illinois 
60602 

You and Your Jch Series 3.00 set 

What Is It? 

VJhere Is It? 

How To Get It 

How To Keep It 

Where Do You Go From Here? 
Instructor's Guide 2.95 
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FIELD EDUCATIOMAL PUBUCMTOJS, INC. 

396 Springfield Avenue (Sv±«idiary to Harr Waqner) 

Berkeley Heights, N.J. 

07922 

Free Tto Read (A rxiicte to Effective Reading) $ . ? 
World of Ideas (A Guide To Effective Readiiig) . ? 
IHE FLORIDA STATE UNIVEPSITy 

Mult Education Re^sardi-Infomaticai Processing Center 

Oepartinent of Adult Education 

920 West College Avenue 

Tallaliassee ^ Florida 

32306 

Recruifarent in Adult Basic Education 1.00 
Starting Students Successfully in A.B.E. 1.00 
Decision-roaking in the PlanniiXT and In^DlemEnta- 

tion of Instructiai in Adult Basic Education 1.50 
Psydhological Factors in A*iLt Learning and 

Instruction 1.50 
Ttie Role of the Para^rofessional in Adult 

Basic Education 1.00 
In-serviae Fduscation in ABE 1.50 
Riysiological Factors in Adult Learning and 

Instruction 1.50 
Facilitating Learning Tlmxi^ The Use of 

Supportive Servdces in ABE 1.00 
Preventing Dropouts in ABE 1.00 
Prograan Evaluation in ABE 1.50 
POLLETT PUBLISHING COMPANY 
1010 West Washington Boulevard 
Chicago. Illinois 
60607 

Getting Started OcitiTiunicatic»>s I 1.74 
On The Way - Ccmrnmications II 1 74 

Figure It Out Book I .96 
Book II 1.08 
Systan For Sucoess (Books 1 and 2) 2.49 each 

Curriculum Development in ABE 1.60 
Learning Your Language Series (1 through 5 

with manual) 4.20 set 

Pull ^>eed Ahead - Gcnnunications III 1.74 
Evaluation Tools for Adult Education 1.50 
Individual Reading Plaosnent Inventory 

EJcardner's Kit-<l>de 2110 2.10 
Acoent/Oonsuner Education. 

KiKKidng How To Budget and Buv .87 
Insuring Your Life, Inoone and Prc^sertv '87 
Urxferstanding Oonsuner Credit .87 
Acoent/Fandly Finaroes: 

JUst Married .69 
Aooent/Person£LLity : 

You and They .69 
You are Hereditv and Enviromeit .69 
Acoent/It*e World Of Mbrict 

Gettincj That Job .69 
Keeping lhat Job .69 
^ You And Your Ocxn^ticxi .69 

gp^Q You And Your Pay .69 
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POLLETT (cjontiniied) 

Tumer-LiviugstCMi Cotinunications Series $ 
The Language You Speak ,87 
Tlie Newspapers You Read .87 
The Television You Watdi .87 

TXiri^r-Livingston Reading Series; 
Hie Fandly You Belong To . 87 

The Friends You Make .87 
Uie Jobs You Get .87 
The Mbney You Spend 87 
The Person You Are .87 
Hie Town You Live In .o7 

Basic Boanondc Concepts: 
The Adventures of Priinero Dinero .?6 

Vocational Reading Series: 

•Uie Delso Sisters, Beauticians 1.26 
The Millers and ^^Tillie n~Rutc'irr, Baker/ rhof 

1.26 

John Leversonr Auto Mschanic 1.2G 
Marie Perrone, Practical Murse 1.26 
Retail Salesclerk - Yardgoorls 1.26 

Instructors Books for each of Accent Series 1.50 each 

Reading For A Purpose (Levels 0-4) 3.54 
Teacher's Manual 4.50 

Readina For A Viewpoint (Levels 5-8) 3.54 
Teacher's Manual 4.50 

Talking It Over (Teacher's Book) 3.75 

SERIES: 

Tedmicpies Used In T!he Teaching Of Feadinn-Tutor 

? 

Reading Evaluation-AdvLLt Diagnosis-REad . ? 

Literacy Fjducation /Assistance For The Develon- 
ment of Educational Resources - Leader ? 
POREIQJ SEW/ICE INSTITUTE PUBLICATiaiS 
Superintendent of Documents 
U.S. Cwemment Priiitina Office 
Washington, D.C 

20402 Adapting And Writing Language Lessons 3.25 

JOHtg FRENCH AND ASSOCIATES 
2333 Beverly Boulevard 
Los Angeles, California 

90057 Let's Speak English (Books 1, 2, 3) Level A . ? 

Teacher's Manual for Bock 1 ? 
GARRARD PUBLISHING COMPANY 
Chanpaign, Illinois 

61820 Dolch Supplemental Teaching Aids . ? 

GEItTNI BOOKS 

1&49 MijitwDod Place, N.w. 
Washington, D.C. 

20009 Stnicture Graded Readings In English: 

Book 1 1 25 each 

Book 2 1.25 
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GENERAL LEARNING CORPORATION 
CAREERS PROGRAM 
250 James Street 
Morris town, New Jersey 
07960 

Career Education Resource Guide 
Administration Ffanual and Tests for Ccnplete 
General Education Curriculum (Career 
Advanoanent Programs) $ . ? 

English Usage (1 throiigh 20 and Tests) 
Skillful Reading (1 through Hand Tests) 
Spelling (1 through 7 and Tests) 
H^e Theory of Numbers (1 through 12 & Tests) 
Understanding Literature (1 through 13 

and tests) 
Physics (1 through 12 and Tests) 
Chemistry (1 through 5 and Tests) 
Geometry (1 thxxxigh 11 and Tests) 
Basic Algebra (1 through 11 and Ttests) 
Social Studies (Lessons 1-21 and Tests) 
Citizenship (1 through 4 and Tests) 
Biology (1 through 16 and Tests) 
Fundamentals of Physical Science 

(1 through 11 and Tests) 
Mathematics For Here & Business 
(1 through 7 and Tests) 
GIFTED TEACHERS BOOKS, INC. 
P. 0. Box 83 
Flossmoor, Illinois 

60422 Photo-phonics I 1.60 

^hoto-phonics II 1.75 
Photocabulary 2 . 10 

GINN AND CCWPANY 
72 Fifth Avenue 
New York, ^tew York 

10011 Help Yourself To Read, \<frite and Spell 

(Books 1 and 2) 1.80 each 

Hew A Bill Becomes Law .75 
The Constitution .75 
A Programred Approach to ^^iting (Book 2) 2.34 
Hone Management Is 5.65 
consumer Education Series: 4.62 set 

Dress \fell For Littl*^ Money (Book 1) 
Refunds and Exchanges (Book 2) 
Buying Appliances (Book 3) 
What's Good Fi^rniture? (Book 4) 
Be Sharp: Don't Be Cheated (Book 5) 

Teadier's ^lanual .96 
GOCX)HEART-WILOOX COMPANY, INC. 
123 W. Taft Drive 
South Holland, Illinois 
60473 

Basic Matheamatics 1.98 
Tost: Sheets .25 set 
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GRDLIER EDUCATIONAL CORPORATION 
575 Lexington Avenue 
New York, tfew York 
10022 

MXFIRN ENGLISH SERIES: Prograorrrned S 

Punctuation 8 . 50 

Spelling Rules (I, II, III) 13.50 
ELEMENTARy ARITHMETIC SERIES: Programmed 
Addition and Subtraction Facts 11.00 
Multiplication and Division Facts (I, II) 11.00 
Fractions, Basic Concepts (I, II) 11.00 
Deciiral NuiTbers (I, II) 13.50 
HARCOURT, BRACE. AND V30RLD 
757 Hiird Avenue 
New York, New York 
10017 

A Prograimed Course in Grarrrnar and Usage: 

English 2200-including tests 2.31 
English 2600-including tests (Revised) 2,49 
English 3200-inclixiing tests 2.97 
Word Attadc-A Way To Better Reading 1.65 
English Lessons For Aflults: 

A Basic Education Course - Books 1/2,3 .99 each 

High School Certification Through G.E.D- Tests3.95 
HARPER & ROW, PUBLISHERS 
2500 Crawford Avenue 
Evanston, Illinois 
60201 

The r4agic of English 
Text, Workbook and lteacher*s Manual . ? 

HARR WAGNER PUBLISHING COMPANY 

(parent to Field Enterprises Educational Corporation) 
609 Mission Street 
San Francisco, California 
94105 

Laugh and Learn Grammar 2.40 
Lar^uage Is You 
Book 1-Teacher's Edition .96 
Book 2-Tfeacher's Edition 1.08 
Book 3 .96 
America's Story-Teacher's Editicai 3,60 
The Checkered Flag Series: 1.80 each 

Bearcat 
Riddles 
Smash-Up 
Wheels 

The Deep Sea Adventure Series: 
The Sea Hunt 1.65 
Rocket Divers 1.80 
The Morgan Bay Mysteries: 
The My^^tery of Morgan Castle 1.80 
The ^^stery of tl^ Mymddon's Journey 1.95 
Hhn Reading Motivated Series: 2.25 each 

Mysterious Swamp Rider 
Secret of Lonescxne Vadley 
Adventures of T^ciieland 
Desert Treasxire 

O . Teacher's Manuals for above Series .75 eadi 
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HM/IHORNE BOOKS, INC. 
70 Fifth Avenue 
New Yoric, New York 
10011 

How Ito Avoid TJie Ten Biggest Hcxne-Buying Traps $ 2.95 
How lb Get A Better Job . ? 

How lb Make The Most Of Your Ftoney 3.95 
It's Easy To Beoone A Citizen • ? 

D.C. HEAIH AND CCMPANY 

475 South Dean Street 

EnglewDod, New Jersey 

07631 Teen-Age Tales (Books 1,3,5 and C with inanuals) 

English is Our Language (Teacher's Edition 
HOLT, RINEHAH) AND WINSTC»I, INC. 
383 Madisdn Avenue 
New York, New York 

10017 English (I, II, III) 2.72 each 

Adult Basic Education Series: 

Primer: "Learning To Write 1*24 
Life With The Lucketts 2.36 
Ihe Thomases Live Here 2.36 
Get Your Money's Worth 2.64 
Measure, Cut and Sew 2.96 

Intermediate: 

Arithmetic 2 . 72 

American History 2.72 
Introduction to Geogre^y 2.80 
Science 2.48 
Basic Dictionary of American English 1.40 
Iirpressions of the United States 2.64 

Advanced: 

High School Certification Through the 

G.E.D. Tes€s 2.64 
Principles of Geography 2.08 
Fundartental Mathematics 2.72 
Biological Science 2.64 
Earth and Space Science 2.48 
Physical Science 2.48 
You And The Law 2.48 

HOOGOTON MIFFLIN CCMPANY 
53 West 43rd Street 
New York, New York 
10036 

Troubleshooter-A Program in Bcisic English 

Skills (Books 1-7) 4.80 set 

Teacher's Edition -93 
Class Answer Book -90 
Dt5)licating Masters 11.55 

Justice in Urban America 4.95 set 

Law And The City 1.20 
Youth And The Law .99 
Crime And Justice .99 
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HOUSEHOID FINANCE COVIP. 
Pru3ential Plaza 
CMcago, Illinois 
60601 



Law and Ttie Consurrver $ 
Landlord and Tenant 
Poverty and Welfare 
Teacher's Guide 
Action Series: 
Encxjunters 
Forces 

Crosscuincents 
Challenges 
Teacher's Giiide 
Peading Practice 

Modem Mathematics For Achievement 

Books 1 through 8 
Tteacher's Guide with ansv^s to 
Progress Tests 



(Booklets) 



.99 
.99 
.99 
1.20 

1.50 
1.50 
1.50 
1.50 
2.10 
1.05 

(Course T) 
3.90 set 
.84 each 

.33 



.25 each 



Money Managertent Program: 
Your Budget 

Your Savings and Investment Dollar 
Your Autondbile Dollar 
Your Clothing IDollar 
Your Food Dollar 

DR. MELVIN HOWARDS 
CEWTER FOR EDUCATIONAL DEVELOPMENT 
Northeastern University 
Boston, Massodiusetts 02115 

Paad Your Way Up-Student Guidebook 2.00 

IMPACT PUBLICATIOIS 
60 West Street 
Keene, New Hampshire 
03431 

INSTITUTE CF LIFE INSURANCE 
277 Park Avenue ^ ^ ^ ^ 

New York, New York Free to adult educators 

]Looi7 ^ ^ cx>pies. 

Making The Most Of Your Money Secmiary teachers tnay 
INSnTUTE OF MODERN LANGUAGES, INC. order maxium of 25 copies. 

Publications Division 
2129 S. Street N.W. 
Washington, D.C. 
20008 

Situational Rsinforoentent Nucleus Course in 



Issues In New Hanpshire Government 



English 



Wbrkbook (lOOA) 
Tape Book 



(Text 100) 



1.45 
.90 
.90 



Situational Reinforcement Orientation in 
Anerican English II (Te>ct 102) 
American English III (Text 103) 



Steadier 's Manual (001) 
Orientation in American English 
Level III'-Reader 102C 
Level IV 
Level V 
_ Sdiools and Universities 

2i0 



1.65 
1.65 
3.00 

1.20 
1.65 
1.65 
1.45 
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KLEVINS PUBLICATIONS 
6500 Klevin Avenue 
Canoga Park, California 
91306 

Materials and Methcds in Mult Education $ . ? 
IMDICM BROTHERS PUBLISHING; COMPANY 
A Division of Doubleday 
lhatciier and Madison 
River Forest, Illinois 
60305 

Lennes Essentials of Arithmetic (Books 3&5) .96 each 
Spectnm Mathanatics Series: 
Level 3 (Red Book) 1.29 
Level 4 (Orange Book) 1.29 
Level 5 (Yellow Book) 1.29 
Level 6 ( Green Book) 1.29 
Level 7 (Blue Bock) 1.44 
Level 8 (Purple Book) 1.44 
Study Exercises For Developing Reading Skills 

Books A,B,C,D .54 each 

Answer Books .21 each 

LANGUAGE RESEARCH INCORPORATED 
13 Kirkland Street 
Cambridge, Massachusetts 

02116 A First Vtorkbook of English . ? 

A Second Workbook of English . ? 

Ei}glish Through Pictures (C75 and W4) . ? 

LATIN AMERICAN INSTnurE PRESS, INC. 
200 Park Avenue, South 
New York, New York 

10003 Direct Ehglish Conversation For Foreign students. ? 

Books 1 and 2 
English Step By Step With Pictures . ? 

lEARNING TECHNOLOGY INCORPORATED 
182 Washington Avenue 
Albany, New York 
12210 

High School Bquivalency-A Self Teaching Program 
to prepare you to pass the Pquivalency Examination. 
Book l-Reading Materials 
Book 2-<3orrectness and Effectiveness 

of EJ^ression 
Book 3-Matheraatics, Part 1 
Book 4- Mathonatics, Part 2 
Available in Sets 1-4 sets 27.50 each 

5-9 sets 23.70 eadi 

10-49 sets 22,50 each 

LINODOO OQRPORATICXJ 50-99 sets 20.50 

1043 Coast Boulevard South 
LaJolla, California 
92037 

A Microwave Course in English as A Second 
Language (for Mexican-Annerican Migrants) 4.75 
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J, B. LIPPINCXrPr CC3MPANY 
East Washington Square 
Philadelphia, Pennsylvania 

^^^05 Phonics Guide to Basic Reading (First Level) $ 

LITTON EDUCATIONAL PUBLISHING, INC. 
American Book CJorpany 
New York, New York 

Apprendamos Inglis, Libro I (Let's Learn English) 
(For Mexican-Americans) 
LYC3NS AND CHARNAHAN, INC. 
407 East 25th Street 
Chicago, Illinois 
60616 

Phonics We Use (Books B ard C) 

^^ACMILLAN COMPANY 
60 Fifth Avenue (School Division- 
New York, New York 866 Third Avenue) 



1CJ22 



English 900-A Basic Course 
Test Books 1-6 
ferkbooks 1-6 
Teacher's Manual 
English This 
Text Books 1-12 
Teacher's Manual 
New Streamlined English Series: 
Skill Book 3 City Living 
In The Valley 
Going Forward 
A Door Opens 
Vocabulary Development (Books 1-6) 
Gateway English (A literature and language 

Arts Program) 
A Family Is A Way Of Feeling 
Coping 
V/ho Am I 

Stories in Song and Verse 
Teacher's Manual 
The Key Td English Series 
Letter Writing 
Nouns 
Verbs 

Prepositions I 
English Graitirar Exercises 1/2,3 
Drills and Exercises in Pronunciation 
Consonente and Vowels 
Stress and Intcmation (Parts I and II) 
Inprove Your Wtiting Fbr Job Success 
Supplementary Reading: 
The Black Tulip 
Buffalo Bill 
Three Detective Stories 
Four Short ^lysteries 
The Island of Truth 
Stories Tb Surprise You 



.69 each 



.99 
.60 
1.35 



1. 
1. 



08 
35 



each 
each 



each 



1.32 
1.32 
1,04 
1.36 

1.02 each 



1.05 
1.02 
1.05 
.99 
2.25 

.66 
.66 
.75 
.66 
1.05 



each 



1.89 

1.89 each 



Ti.^ .4itdiell Family 
Murder Now and Then 
The Presidency in Conflict 
The Russells in Holiday Circle 
The Silver Elephant 
The Virginian 



(The above books available at prices frcm 
60C to 75« each) 
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MCGRAi^-HILL BOOK CX>IPA^;Y 
330 West 42nd Street 
New York, ^4ew York 
10036 

English For Today Series-Teacher's Texts) $ 1,05 each 

At Hone and At School (Book I) 
The Vtorld Vie Live In (Book 2) 
The Way We Live (Book 3) 

Our Changing World (Book 4) 
Life in English-Speaking Countries (Book 5) 
Literature in English (Book 6) 
Progranmed Reading Series For Adults (Sullivan) 

Book 1 1.80 
Book 2 1.53 
Books 3 through 8 1.41 each 

Teacher's Manual I 3.78 
Teacter's Manual II 2.10 
Programmed Math For Adults (Sullivan) 

Teaching Skill Books 1 through 11 1.20 each 

Step Up Your Reading Pov;er (Books A through E) 1.47 each 

Teacher's Manual .72 
Let's Speak English (Books 1 through 6 . ? 

Testing English As A Second Language . ? 

^3ew Practice Naders 

Books A and B 1.11 each 

Books C through G 1.20 each 

Word Problem Books (1 through 8) .60 each 

Instructor's Guide 5.73 
instructor's Guide for Book 9 through 15 5.25 
Foundation Mathejnatics (Third Edition) 1.80 
Modem Mgebra: Structure and Fiction 4.74 
Book 1-Teacher's Fdition 

Book 2-Teacher's Edition 5.61 
What Job For fte? Series: 1.20 each 

Burt the Polioonan 
Carmen 'Hi^ Beautician 
Ginny the Office Assistant 
Negro Doctor 

City Limits Series: 1.44 each 

Cry, Baby: 
Tte Heist 

The Everyreader Series: 1.02 each 

Sherlock Holmes Greek and Rcncn f^yths 

King Arthur and His Knights Me!i of Iron 
The Flamiiigo Feather Hie Call of the Wild 
On Jungle Trails Juarez 
The Pctoin Hood Stories Tale of IVgo Cities 
The Trojan War The Count of Monte Cristo 

The Gold Bug card Simon Bolivar 

Other Stories Wild Animals I Have Known 

Ben Hur Indian Paint 

To Have and To Hold Bob, Son of Battle 
Ivantv^ 

Reading Incentive Series: 2.94 each 

Pull Speed Ahead Mystery In The Sky 

Swanp r^arch To Climb A Mountain 

Venus Bound Teacher's Guide 2.55 
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McGRflW-HILL BCXDK COMPANY (cxantinued) 

Beading Shelf Series $ .96 each 

Marty/Prixiter's Measure 
Ax 

The Knife 

Requiem for a Heavyv^ight 

Short Stories by Bt3gar Allen Poe 

The Year Uie Yankees Lost The Pennant 

Anything Can HaH)en 

Stories by Jesse Stuart 

Raniblers, Gamblers and Lovers 
Itodem Geometry: Structure and Function 4.47 
(Second Edition) 
CHARLES E. MERRILL PUBLISHING COMPANY 
1300 Alum Creek Drive 
Coluiibus, Ohio 
43216 

Merrill Linguistic Readers: (Pefresher Program) 

Book A 2.70 
Books B and C 2.04 each 

Book D 2.34 
Teacher's Guide 2,50 

Merrill Mainstream Books 1.34 eadi 

Courage Under Fire 
Against Itie Odds 
Ihey Were First 
In New Directicxis 
People Like You 

Teadier's Manual .50 
UNIVERSITY OF MICHIGAN PRESS 
2039 University Avenue # S.E. 
Minne5?»lis# Minnesota 
55455 

English Pattom Practices . ? 

English Sentence Patterns . ? 

English Prt»iunciation . ? 

Vocabulary in Context . ? 

MONARCH PRESS, INC. 
387 Park Avenue, South 
New Yo3^, Na^ York 
10016 

High SdTOol Level General Science 1.25 
MULTIMEDIA EDUCATION, INC. 
11 'fest 42nd Street 
New York, New York 
10036 

Teaching Reeding To The Untaught 2.77 
NATIONAL UNIVERSITY EXTENSION ASSOCIATION 
One duPont Circle 
Washington, D.C. 
20036 

Family and Personal Developfnent in Mult Basic 

Education 2.95 each 

10 to 49 copies 2.72 each 

50 or more 2.60 each 
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NEW READER'S PRESS 
P- 0. Box 131 
Syracuse, New York 

13210 News For You (l\teekly ffewspaper in Easy f nqlish $ 

for Mults 

A Edition (Reading levels 3rd & 4th grade) 
B Edition (Reading levels 4th & 5th grade) 

1-5 cx3pies .10 ea.vtfcly, 

6 or more .05 ea. 

Good Manners in the United States . 30 

I Am One Of These .50 
The \*>rld Of Wbrk 1.25 
Everyday Reading and ^^itina 

The New Streamlined English Series, Part II 3.95 
Be Informed Series .75 each 



Series 


1 


Personal Credit 


Series 


2 Buying An Auto 


Series 


3 


CXmirKT An Auto 


Series 


4 


Buying A Itouse 


Series 


5 


Personal Insurance 


Series 


6 


Renting A House 


Series 


7 


Finding A Job 


Series 


8 


Reading Your ^^ewspaper 


Series 


9 


Taxes 


Series 


10 


Banking 



NEWBURY HOUSE PUBLISHERS 
68 Middle Road 
Rcwley, Massachusetts 

01969 English I, A Basic ODurse for Adults 

Learner's Book 1.25 
Generative Grammar, Structural Linguistics 

and Language Teaching By Dr. Karl Diller 3.95 

THE NEW YORK TIMES 
College and Sdhoul Service 
229 l>test 43rd Street 
New York, New York 
10036 

School Weekly . ? 

Curriculum Aids Panphlets . ? 

Get More Out Of Your ^fewspaper 

English Classes 

New Social Studies 

Distributive Education 

Problents of Democracy Courses 

The Crowded Curriculum 

Eighth Grade Urban Affairs Classes 

Introduction To A Good Readino Habit 
NCBLE AND NCBLE PUBLISHERS, HC. 
750 Ihird Avenue 
New York, New York 

10017 Operation Aljiiabet I 2.00 

Operation Alphabet Il-Part 1 2.50 

-Part II 2.50 
Teacher's Guides 2.00 each 

From Words To Stories 2.12 

EmC : 21.5 
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NC»LE AND NOBUE (cxmtijnuBcJ) 

Your Family And Your Job 
Hew We Live 
Live and Learn 

Everyday English and Basic Vbrd List 

Vltite Your Own Letters 

Hew To Beccme A U,S* Citizen 

Write It Down 

Land Labor Managenent 

OXFOSD BOOK OQHPANY 
387 Park Avenue, South 
New York, New York 

10016 First Book In Anerican English 

How To Be A Wise Consumer 

Unit Lessons in Vital English 

PE13ERSCN SYSTBH, INC, 
Greensburg, Pennsylvania 
15601 

Handwriting Legibility Kit -Student 

POCKET BOOKS, IMC. 
Educational Division 
630 Fifth Avenue 
New York, New Yoric 
10020 

PRemCE-HALT., DC, 
New Jersey 
07632 



2,12 
2,64 
2,64 
1,28 
1,08 
1,08 
1,36 



1.25 
1.25 
1.00 



.49 



English Through Pictures - Book 1, Book 2 



•45 eadi 



Be A Better Reader Series 

Books I througn IV 
Mastering Mnerican Bnglish 
Reading Inprovement Exercises For students of 

English As A Second langiaage 
Adult Education Seri^: 

Hew To Train 'IJeechers To H-ain Mults 
Teaching REading To The Disadvantaged Adult 

Guide To Adult Education Oounselinq 

Developing Successful Oomnunity Assistance 

Programs 

PROCTER & GAMBLE COMPANY 
Free Teaching Aids 1972-73 
P. 0. Box 14009 
Cincinnait, Ohio 
45214 

Teaching Aids: (Leaflets) 
Hcne Care "Let's Clean Htxise" 
Foods •'Fats and Oils", ''Cake Selection" 
Laundering "Lots About Launderinq" 
Personal Groaning "Let's Concentrate On You" 
Better Baking-Proper Frying 

PRUFFT PUBLISHING OQMPANY 

P. 0. Box 1560 

Boulder, Colorado 

80302 

Mathematics In Living (Books 1 through 4) 



« 



7 



FRFF 



2.00 eadi 
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PSYCHCrraCHNICS PRESS 
105 West Adaws Street 
Chicago, Illiixjis 

60603 GuicJebook for the Teaciiing of Reading $ 5.95 

PUBLIC AFFAIRS COftirmE, INC. 
381 Park Avenue, South 
New York, New York 

10016 Current Pamphlets available as outlined: 

(New Pamphlets available 1-9 copies .25 each 

fron time to tijne and 10-99 copies .22 each 

older pamphlets dropped) 100-250 copies -20 ea^:^ 

251-500 copies .19 each 

#302A How to Stretdi Your Money #382 aiyer-Be ^^arv 
#317 Investing for Income and Security#348 A Guide to Onnsuncr Credit 
#360 Hew lb Finance Your Home #465 Vitamins, Pood, and Your I^ealth 
#464 How To Cope With Crises #466 Building a '^larriac^ on T\9C Altar 

#468 Mates and Roannates (New Styles#469 Women's Rights (l^finished 

in young marriages) aisiness) 
#470 Day Care for America's Children#471 Can We Avoid Foonomic Crises? 
#472 Peptic Ulcer-The Quiet Fi)idemic#474 Sensitivity TrAinlfl: and 
#475 I^toren and anoking Bicounter Grouos 

#476 Talking to Preteenagers About Sex#472 iXjrnoqraphy-The Issues and 

the Law 

READER'S DIGEST SERVICES, INC. 
Educational Division 
Pleasantville, ^}ew York, New York 

10570 English As A Second Language Books 1,2,3,6 .90 each 

Help Yourself to Improve Your Reading .90 eadi 

Science Readers Series: (four books) .90 eadi 

Reading Skill Builders: (five books) .90 ea<* 

Grow In Word Power .90 
New Reading Skill Builder-Part II .90 
Teacher's Manual .66 
Supplementary Reading Rooks (Levels 1-12) .30 eadi 

^Vstery of the ?tountains Guides to High Adventure 
I Fell 18,000 Feet Seocaid Chance 

Send For Red v?hat*s On Moon 

A Race Ito ^^enrtesrter Santa Fe Traders 

First At Tlie Finish ^ten Dare Sea 

Valley of 10,000 55nokes Workers in the Sky 
Tfejadier's Manual for above .10 each 

REGE^^S PUBLICATiaJS 

Divisicai of Simon & Schuster, Inc. 

Educational Division 

1 West 39th Street 

New York, \^ York 

10018 English As A Foreign Language Series? 

Easy Reading Selections in English 1,50 
Exercises in Fiiglish Conversaticm 1.25 
Beginning Lessons in Riglish 1.50 
Second Book in Eiiglish 1.50 
Everyday Dialogues in E^riglish 1,50 
Graded Exercises in Fi^lish 1.50 
Practical Guide Ito Ite Teaching of English 

as a Foreign Language 1.00 
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RBGmES TOBLICATIONS 



(c^ontlnued) 



{Er>glish As a Second Language) 
El Incrles en Accion 
Curso Onrpleto en Ingl^-^Libro I 
Invitation Al Ingles 
English Step By Step With Pictures 



.50 
2.00 
3.25 
1.75 



Handbook of American Idiom and Idiomatic Usac^2 . 50 
Oral Pattern Drills in Pimdanental Polish 1.00 
Panily Life in the U.S.A. (An Easy Pfeadter) 1.25 
Questixxis and Answers on /\inerican Citizenshipl 25 
Reqent's E^lish Hbrkbooic-Volume I, II 
Elenimtary and Intermaciate) For use with F/s/1 



Int^HRediate and Advanced) 
Direct Qiglish CJonversation 
Book 1-Beqinnina and Intermediate 
Book 2-IntermBdiate and Mvanoed 
Pnurtical Gonversatijon in English 
Intexmediate 
AdvaiKsed 
E<:s6ntial idioTS in Qiglish 
Tests anc Drills in English Gramnar 
Pronunciation Exercises in E^lish 
.<Vsunds and Syllables 
Hie Signs Of Life 
Let's Talk 



FPPm E. RIC31ARD 
324 First Street 
Liverpool, New York 
13088 
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1.25 

1.25 
1.25 

1.50 
1.50 
1.50 
1.25 
1.25 
1.25 
1.25 
1.75 
1.25 
2.25 
1.25 

1.75 eadi 
2.50 



Enalish Lanquage Skills (Oanplete course) 
Pronunciation C3ontrasts in English 
E^lish in Action 

lieaminq To Use E^lish (Books 1 and 2) 

Teacher's Manual 
Elding E^lish Sentences With — 

Be, one verb, two vert^, with verbals 1.00 each 
The U.S.A.-llie Land and the People 1.25 

(an elementary reader) 
Enqlish As A Second Languaqe 1.95 
Modem Short Stories in Encrlish 

(bv Piverican Authors) 1.50 
American Classics: (Bocks 1 throucAi 10) 1.00 each 
Mobv Dick Murders in the Rue Moroue 

The Pathfinder (and Other Stories) 

The Hoosier SdioolxnasterTSie Outcasts of Poker ^lat 
The Portrait of a Lady The Rise of Silas lafiian 
Huckleberry Finn Itie Red Badk^ of Courage 

The House of Seven Gables 
Hioh School Bsruivalencv Test (General-Review) 3.95 
Correctness and Effectiveness of Expression 2.95 
Readina Interpretation in Social Studies, 

Natural Sciences and Literature 

2.95 

General Mathematical Ability 2.95 



Getting Readv To Drive 

Fandly Life (Bodes 1 and 2) 

F^ly Life Practice Material Vkxks 1 aw3 2) 



1.25 

2.00 each 
2.00 each 

Fanvily Life Practice Material (Books 1 and 2)1.25 each 
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75 
75 

75 
75 



saiaiAsnc boc» ser^.ices 

50 Vfest 44th street 
New York, New Yoxic 

10000 SOOPE Word Skills: 

Across and Down 

Word Puzzles and Mysteries 
SCOPE Reading Skills: 

Wide l*>rld 

Dimensions 
SCMOIASnC 1ESTIN5 SERVICE, INC. 
480 Meyer Fbad 
Bensenville, Illinois 

60106 Basic rteaiding InvwitCMCV 

Test Booklets and Line Markers (Hcc. of 20)6.00 
Manu2d of Instrxictians and Interpretation 

SCIENCE RESEARCH ASSOCIATCS 

259 East Erie Street 

Chicago, Illinois 

60611 

New Rochester 0oci9>ational ReadiiKr Series: 
Student's Workbooks 
Teadner^s Manual 
Ihe Job Ahead (Rooks 1,2,3) 
Ccn|3Utational Developnent Skills 
Mental Oanixitation (Book B) 

Pu|)il*s Book 

T\eaGher*s Qiide 
Your Attitude is Chanaing 

Classroan Boc^ (1-24 oopi€») 

Tteacher's Guide (Free with 8 or nore cooies) 
Kaleidoscope of .<%ills 

Arithmetic 

Reading 

Prorrram Guide Fdr Time To Write 
Multilevel Readi: . Program 
Kiider Cfccupational Interest Surveys 
Reading in High Gear 
Set of 8 books 



.50 


each 


3.36 


each 


1.29 




4.50 


eadti 


72.50 


kit 


.83 




.83 




4.40 


eadh 


.80 




5.70 


set 


5.70 


set 


. • 




? 




2.50 


set 



Instructor's Manuals 
sayrr, toresman and ccmpany 

99 Uauer Drive 
Oakland, New Jersey 

07436 Activity Concept Fhglj^h 401 

Tteadier's Planbodc Erwlish 401 
Treasure Island 
Robirvson Crusoe 
Fatxxis Myrsteries 
*ioby Didc 



8 
15 



,50 
,00 



,50 
75 
,16 
,10 
,13 
,10 
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SILVER BURDBTT CCMPANY 
4200 North Industrial Blvd. 
Indianapolis, Indiana 
46254 

(Ref: General Learning C3orp.) 

Ei>glish, Your New Language (Books 1 and 2) $ 2.25 

(Teacher's Editions) 
BuildiiKT Your Lsuiguage Power (Book 1) 1.02 

(Bocks 2,3) .96 
(Books 4,5) .84 
(Bock 6) .81 
Call Uiam Heroes-Reading Series .36 each 

(Bocks 1 thrtxigh 4 and teacher's manual) 

SIMON & SCHUSISR 
(See RBgent's Publications) 
Technical & Review Book Division 
1 West 39th Street 
New Yoric, New York 
10018 

L.W. SINGER CCMPATW 
(A subsidiary of Randcam House) 
249 West Erie Blvd. 
Syracuse, New York 

13201 Einglish Writing Patterns: 

Books 2 through 6 .78 each 

Program Guide for Books 2 through 6 1.08 
Books 7 through 12 .78 
Program Guide for Books 7 throtjgh 12 1.08 
Modem Basic Mathematics: 
Book 1 3.39 
Book 2 3.42 
Man Inproves His World (Beading Series) .96 each 

The Minerals Story Hie Energy Story 

The Forestry Story Hie Fisteries Story 

1^Je Soil Story The Water Story 

The Wildlife Story 
Structural Reading Series: 

Book A 1.29 
Book B 1.65 
Book C 1.74 
Book D 1.83 
Book E 1.92 

SOIL CONSERWVriON OF PMERLCA 

7515 N.E. Ankeny RDad 

7\nkeny^ Iowa 

50021 Environmental Quality and The Citizen . ? 

SPECIAL SEF^n:CE SUPPLY 

Box 705 Huntington, New York 

11743 

Job ;^lication Skilltext 1.35 
Fundamental Forms Skilltext 1.35 
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STECK-VAIXM,' COMPANY 
P. 0. Box 2028 
Austia, Itexas 
78767 



TITLE 



PRICE 



Spring Board $ 
Arithmetic Skilltext for Daily Uving 
Parts A,B,C 

TeadTer answer fonns included 



1.50 

1.95 each 



filing Dictation Skilltext 

Parts A,B , Qc 

Dining Out Scilltext 175 ^ 

Occupational Bducaticai Fact Finding Series 

Parts I, II, III with answer forms 1.45 each 



TEy\CHEKS COLLEGE PRESS 
Teadiers College, Columbia University 
525 West 120th Street 
New York, New York 
10027 



I Want To Learn English 

Steps ito Learning-Books 1 and 2 

Basic Essentials of Mathenatics-Parts 1 

Mult Reader 

Ihis Earth Of Ours 

The Wbrld Pbout Us 

Hiey Served Anerica 

Basic Science for Living-Books 1 and 2 

Helping Your Children 

Vfe Are What We Eat 

Health For Heq^pijness 

^V Country 

New Fabrics, New Clothes and You 
Fran A to Z 

Learning and Writing English 
I Want Tb Reeid And Write 
English Essentisds-A Refresl^ Course 
How To Read Better-Books 1 and 2 
Working With Word Patterns 
The Care We Give Our Clothes 
Our Language Bode 3, Revised 
Language Exercises-Books 3 throu^ 6 
FuncticHial aiglish, A Refre^er Course 
You And Your Money 
Read To Learn 
Where Does The Money Go? 
Learning Our Language (Books 1 and 2) 
Steps To Mathanatics (Books 1 and 2) 
Building Word Power 
Gateways to Correct Spelling 
Worktext-Teadier's Editicai) 
How To Get A Jdb P^r^i Keep It 



TEXAS EDUCATION 7V3ENCY 

Austin, Texas 

78701 



Standard Test Lessons in Reading 
Bodes A through E 



each 
75 each 



.81 
.66 
and2 
.81 

:l? 

1.32 

.75 
1.32 

.75 
1.32 

.66 
1.32 

.36 

.81 

.81 

,75 

.66 

.81 
1.32 

.72 

.78 

.99 

.66 

.66 

.81 

.75 eadi 
.66 each 
.81 

1.02 
.66 



each 



.50 each 
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"The Newspaper" Food for Thought at the Break- 
fast Table and in the Classroom of Adult Education 
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U. S. GCVERNMENT PRINTING OFFICE 
Superintendent of Docunents 
Washington, D.C. 

20402 Our Constitution and Govemtent $ 1.75 

Our Carvstitution and Goverrment (simplified) 1.25 
Aids for Citizensliip Teadiers .15 
Federal 'Ite3Ctbooks on Citizenship: 
Eiiglish, Heme and Canminity Life (for helper) .40 
English and Federal Government (For the student) 1.25 
Er^lish and Federal Goverrinent (Part 2 for the 

helper) . 35 

Our Constitution and Government (for the studen+:)l*00 
Our OcnstitutiOT and Goverrwent (for the helper) .25 
Becondng a Citizen Series; 
Our Anerican Way of Life, Book 1 .65 
Our United States, Book 2 -75 
Our Goveanment, Book 3 1.25 
, Teacher's Guide for 1, 2, 3 .25 

UNTVERSITSf SOIJIHERN CAUPOFNIA 
Sdiool of Education 
Ijos Angeles, California 
90000 

Tfeadung English As A Second Language 

(A prospectus for teadiers) 2.75 
ONIVERSnY OF TOE STATE OP NEW YORK 
The State Education Departro^t 
Albany, New York 

12224 Tteadiing Adult Reading no charge 

Tteaching Mult Basic CcqputaLion no charge 

Tfeadiing Mult Basic Reading no diarge 

VOCATIONAIr-TBaiNICAL CURRIOULCM LABORATORY 

Rutgers State University 

Building 4103-Kilingr Canpus 

New Brunswidc, New Jersey 

07306 Tfeadiing English As A Second Language to Mults . ? 

J. WESTGN WALCM, PUBLISHER 
Box 658 

Portland, Maine 

04104 Keys To Your Readj.ng Iirprovement • ? 

XEROX EDUCATION PUBLICATIOJe 
Middletown, Connecticut 

06457 Chanpions Ml (12 stories of fanous .60 each 

sports heroes) 

YOTTH EDUCATION SYSTIMS, INC. 
Stamford, Connecticut 
06904 

Review Workbook for Mult EducatiOT in Matr^niatics- 
Eiiglish (Preparation for G.E.D.) 2.95 
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Listed belcw, slphabetically by publisher, are a nunter of mterials 
presently available for teacidng life-<X3ping skills in A.B.E. classes. 
Please remartoer that this is by all means only a partial list and is in 
no way intended to include all of the materials available on today's 
market. TIhe list was prepeured merely as a guide for your ocxivenienoe 
and does not necessarily ijTply oonplete endorsement of the listed 
materials. All prices quoted belcw are subject to change by the publishers 
without prior notice. 



SOUPCE 



TITLE 



PRICE 



Channing L. Bete Oortpany, Inc. 

45 Federal Street 

Greenfield, Massachusetts 01301 



"32 Ways For Inprovii^g Your Home 



tf 



$ .25 
per booklet 



"The ABC's of Credit*' 



"I 



'What EveryOTe Should Wtow ^^bout 
Checking Accounts* 



"Tlie ABC's of Hone Financing' 



'ABC's of Life Insurance" 



"Social Security and You*' 



Note : Many more titles are available 



The Center for Information on America 



Washington 



Connecticut 06793 
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SOURCE TriLK PRICE 

"Consumer's Primer on Money" $ .35 each 

"OcninunitY Action: How % Get It 

Successfully" 
"TSie Citizen and Political Parties" 

Ntote: Mary other titles available 
Pollett Publishing Conpany 
1010 West Wcishingtcn Boulevard 
Chicago f Illinois 60607 

"Paycheck" .69 
"KTKJwing How To Budget and Buy" .87 
"The Law For You" .87 
"Investing Your Savings" .87 
Mote ; Several other titles are available 

Ginn and Corpany 
191 Spring Street 
Lexington, Massachusetts 02173 

Consumer Education Series: 1.25 per book 

Book 1- "Dress Vfell For Little Money" 

Book 2""Refunds and Exchanges" 

Book 3""Buying Appliances" 

Book 4- '*What's Good Furniture"? 

Bock 5""Be iSiarpI Don't Be Cheated" 
Holt, Rinehard and Winston, Inc. 
383 Madison Avenue 
New York, New York 10017 

"Measure, Cut, and Sew*' 3.00 

"Get Your Money's Vtorth" 2.75 

"YOU and The Law" 2.50 
Grolier Educational Corporation 
845 Thrid Avenue 
New York, New York 10022 

Modem Consumer Education Kit about 250.00 

(includes audio-visual materials) 
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Household Pijnanoe Corporation 

Pmiential Plaza 

Chicago, Uliiiois 60601 

Mmey Management Program: $ .25 each 

(aeries of 4 booklets) 

"Your Autotobile Doll ar" 

"Your ax3get" 

"Your Pood Dollar" 

"Your Savings and Investirent Dollar" 

Ihe Maonillan Ccnpany 

Riverside 

New Jersey 08075 

"Dtprove Your Writing For Job Success" 2.00 

NEWS FOR YCXJ 

Box 131 

Department P 

Syracuse, New York 13210 

NESC FOR YCXJ- .06 
A weekly newspsper designed per copy for bulk 

especially foirttineducated subscriptions 
adults and written on two 
reading levels 

Edition A: 3rd to 4th grade reading 
Edition B: 4th to 5th grade reading 

New RFaders Press 
Box 131 

Syracuse, New York 13210 

"Good Manners in the United States" $.35 
T^ie Be Infonned Series: .75 per booklet- 

"Personal Credit: 
"Buying An Auto" 
"Social Security" 
"Renting A House" 
"Finding A Job" 
"Wise Biying" 
Note: Several other titles available 



SOURCE 

Public Affairs Partifiilets 
381 Park Avenue South 
New York, New York 10016 



PRICF 



$ .25 

per paTipiilet 



TITLE 

•'A Guide Tb Consumer Credit" 

"Hw Bo Stretch Your .toiiey" 

"Buyer, Be Wary/" 

"What Inflation and Tight Money 
Mean To You" 

Note ; Many more titles are avadlable 
Frank E. Richards Ccnpany 
324 First Street 
Liverpool, New Yoxk 13088 

"Getting Ready To Drive" 1.50 

"Getting and Holding A Job" 1.50 

"Happy Housekeepers" 1.50 

"Foundations of Citizenship For Adults" 2.00 

Note ; Several other titled available 

Special ^^ervioe Sipply 
Box 705 

Huntington, New York 11743 

"Skilltext For Pondamental Application 1.35 
Forms" 



Steck-Vaughi^* Ccnpany 
F. 0. Bt*>x 2028 
Austin, Texas 78767 



"Dining Out Skilltext" 

"Spring Board-lhe vjbrld of htork" 

"Job Application Skilltext" 

"Where Does The rtoney Go" 

"We Are What Wo Eat" 

"You and Your Money" 

"How To Get A Job and Keep It" 



1.75 
1.50 
1.35 

.90 
.85 

• 85 

• 85 
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SCARCE Tni£ PRICE 

TSie New York Tiines 
Sdiool and College Services 
229 West 43rd Street 
New York, New Yoric 10036 

Kits containing curriculum service booklets FRFE 
and teaching aids v*xich help students to 
read newspapers itore effectively, 

Procter and Gairble C3an|>any 
Free Iteaching Aids 
P. 0. Box 14009 
Cincinnati, Ohio 45214 

Teaching Kits dealing with: Cake FFons 
Selcsction, Hone Care, Personal Grooming, 
Laundering, Better Baking and Proper 
Fryijrag, and Fats and Oils. 

ALSO FREE-Take-Horoe Leaflets for students 
on nuneoDOus topics such as: 

"Let's Clean House" 
"Let's Oonoentrate on You" 
Etc. 

The Sperxy and Hutchinson OciT|>any 
c/0 Department of Consuiter RElations 
P. 0. Box 935 
Fort Wbrth, Texas 76101 

Brochure entitled "How To Be A Better FHER 
Shopper" 



Sis 



SOURCE 



TITLE 
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prict: 



Hunt-Wesson Kitchens 
Box 3331 

Fullerton, California 92634 

Variety of Take-Home Recipes for FREE 

hcBTburgers, etc. 
Iinnigration and Naturalization Servioes 
J. F. Kenned^ Fereral Building 
Ck^verment Center 
Boston, Massahcusetts 02203 

Series of Federal Textbooks on Citizenship FREE 

XMPOKTAN T; Use your school letterfieeKJ when 
inquirinor about available titles. 

Institute of Life Insurance 

277 Park Avenue 

New York, New York 10017 

"Making Hie Most of Your Mcm^" FREE 

"Handbook of Life Insurance" FREE 

League of Wbnen Vbters of New Hanpshire 
7 South State Street 
Conoord, New Harrpshire 03301 

A parrphlet entitled "Do You Knew ElecticHi FREE 
Regulations?" vAiich oooers eligibility, 
registration, residency requirements, etc, 
as ttey relate to the voting process. 

A variety of other FREE materials which 
focus on civic rescoisibilities are 
available from this source • 

Lily Mills Coqpany 
Shelby 

^torth Carolina 28150 

Kit entitled "Your Convenient Sewing FREE 
Glossary At A Glance" 

N. H. Depa; *:;tiant of Flrploynent Security 
32 South Main Street 
Ctaicord, New Hanpshire 03301 

Moltiinedia Kit entitled ''Unwploynent Is a FREE 
Social Problem". Biis kit deals with 
various problems related to unenploymsnt 
and ejq^lains unenployment insurance etc. 
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somcE Tmr price 

Steck-Vaiighn Oani)any 

(Oont • ) "Helping Your Children" $ 1.35 

"New Fabrics, New Clothes, and You" 1.35 

"The Care Wa Give Our Clothes" 1.35 

"Health For HappiJiess" 1,25 

Siperintendent of Documents 

U, S. Govenmait Printing Office 

Washington, D.C. 20402 

"Your Medicare Handbook" -40 

Mr. Stanley Allen, Director 
Internal Revenue Service 
Portsmouth, New Hanfsshire 03801 

Vblunteer Inocme Tax Assistance Kits FPEE 

Bie State A.B.E. Office will procure 
sufficient quantities for distribution 
to all local A.B.E. Directors when 
materials beoome available in late 
Deoenfcer. 

If there is sufficient interest by 
A.B.E. personnel, a Workshop can also 
be anr^ed with I.R.S. to show us hcM 
to use the kits most effectively. 

Cleanliness Bureau 

ISie Soap and Detergent Association 

485 Malison Avenue 

New York, New York 10022 

"Beauty Is Easy At Any Age" FREE 

Home Eooncmics Cooperative 

£)ctension Service 
University of New Han?«hire 
Taylor Hall 

Durham, New Harpshire 03824 

A good variety of broc*iures and booklets FREE 
v*uch deal with such topics as : foods, 
tRTmmON, HEALTH, SEWING, OOOKIJIG, CHIU>' 
CARE, ETC. 
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